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1 INTRODUCTION

1.1 Overview

The purpose of the Redesigned Simplified Network Application Process (SNAP-R) isto enable
exporters to submit export license applications, re-export applications, commodity classification
requests, Agriculture License Exception notices, and associated supporting documents to the
Bureau of Industry and Security (BIS) viathe Internet. SNAP-R enables exporters to provide
submissions directly to BIS via an Internet connection and a web browser.

The Simplified Network Application Process Redesign (SNAP-R) is designed to match and
exceed the current production SNAP functionality requirements, with limited enhancements. In
ECASS-R Stage 1, SNAP-R Version 1.0, limited additional functionalities will be implemented
in the system These include:

Ability to attach supporting documents to online export license application submissions
by uploading files through the web interface. Thiswill reduce the time required to
manage and search for these paper documents for both exporters and BIS staff;

Enhanced system secur ity and improved authentication;
Enhanced data integrity through the design and use of arelational database;

Email notification capability to support exporter and BIS staff correspondence,
acknowledgements, and validations;

Ability to perform search and retrieval of license applications (work items) and
supporting documents using specific metadata fields (BIS and industry users);

Capability to copy and re-use work item and supporting documents; and

Capability to share work items within the same company (based on rights management).

1-1
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EXPORT CONTROL AUTOMATED
SUPPORT SYSTEM REDESIGN
(ECASS-R) STAGE 1, V1.0, SNAP-R V1.0
MANAGING || MESSAGES

ACCESS & LOGOUT
RIGHTS REQUESTS

ENTRY CRITERIA . EXIT CRITERIA

GETTING MANAGING MANAGING
STARTED || WORK ITEMS | DOCUMENTS

PRODUCTS

METHODSAND TOOLS

INPUTS I KEY ACTIVITIES

This user manual describes the salient points of each function. A table in the beginning of each
section highlights the entry and exit criteria for the function and feature presented in that section.
The table is useful as a reference to inputs, products, and key activities. Methods and tool s that
are related to the feature are also highlighted in the table.

1.2 Purpose and Scope

This manual provides information specific to accessing and using SNAP-R.
The Exporter Module of SNAP-R is designed to meet the Exporter Users needs to:

prepare and submit export control forms (referred to by SNAP-R as Work Items), from
their own personal computers.

attach documents to Work Items and responses to BI'S requests;

receive acknowledgment of submission that contains the Case Number used for tracking
requests;

receive license number, electronic facsimile of the license, conditions and riders (if any)
for each export/re-export license from BIS;

receive the Export Control Classification Number (ECCN) for item classifications;

1-2
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receive and respond online to BIS requests for further information; and

control permissions of other users within the same company to view, edit, and/or submit
Work Items.

In SNAP-R, Work Item isthe term that is used to refer to any of the BIS transactions that can be
submitted online. These include:

Export license applications,
Re-export license applications,
Commodity classification requests, and

Agriculture license exception notices.

For additional information not covered in this manual, please contact the SNAP-R Help Desk at
(202) 482-2227 or send an email to snapr@bis.doc.gov.

1.3 Typeface Conventions Used in this Document

In text:

Screen Titles: Title Case, normal font, e.g., Supporting Document Summary screen.

Field names: Title case (or as shown on screen), normal font, single quotes, e.g.,
‘Author’.

Important items: italic font (bold if extra emphasis is needed).

Data being entered into afield: exactly as it would be typed in double quotes, e.g.,
“Technical Specification”.

Controls (i.e., buttons or links that will cause an action to be performed in SNAP-R or
navigate to another SNAP-R screen: bold + italic followed by the word button or link,
e.g., Save Draft button.

As aheading or a separate paragraph:

Screen Titles: Title Case, bold font, e.g., Supporting Document Summary screen or
Additional Information subform.

Field names: Title case (or as shown on screen), bold font, single quotes, e.g., Author.

Important items: the word Note in bold + italic and the rest of the text initalic font (bold
if extraemphasisis needed).

Controls (i.e., buttons or links that will cause an action to be performed in SNAP-R or
navigate to another SNAP-R screen: bold + italic followed by the word button or link,
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e.g., Save Draft button (if the surrounding text isin italics, the control will be in bold +
normal text).

1.4 Application Requirements & System Configuration

SNAP-R isaccessble viaany computer using Internet Explorer 6.0 or higher. To provide for
secure data transmission, https is the only supported protocol (you cannot log in via http://).

1.4.1 Minimum software requirementsfor accessing SNAP-R

A PDF Reader, such as Adobe® Reader® is necessary, if you want to read previously uploaded
supporting documents online.

Microsoft Internet Explorer version 6.0 or later with Active Scripting, session cookies, and PDF
file download enabled for SNAP-R.

1.4.2 Recommended software

Adobe® Acrobat® (or other software capable of creating PDF files) is necessary if you intend to
upload supporting documents and have not aready converted them to PDF format. PDF isthe
only format that can be uploaded into SNAP-R V1.0.

1.4.3 Software configuration

The default Internet Explorer configuration settings are sufficient to run SNAP-R. However, if
you run into any problems, please follow the specific instructions in Section 9.4 to reconfigure
Internet Explorer to work with SNAP-R.

1.4.4 Hardware configuration
For an optimal experience, your screen resolution should be 1024 x 768 or higher.

145 SNAP-R Cookiesand Privacy

To improve the user experience, SNAP-R stores a small text file, known as a “cookie”, in the
user's browser for the duration for the user session, i.e., from the moment a user logs into SNAP-
R until the browser window is closed. As used in many other popular web applications, the
cookie helps SNAP-R identify a user who has aready logged in, so that the user does not have to
enter the login ID and password for every request.

The use of these cookies does not pose arisk to the user’s privacy, which BIS takes very
seriously. For example:

SNAP-R cookies do not contain any persona information, such aslogin ID and
password.
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SNAP-R cookies are first party cookies. No information is shared with any third party as
aresult of using these cookies.

SNAP-R cookies are session cookies that are destroyed when the user closes the browser.
No one will have access to them afterwards even if they gain access to the user’s
computer.

Popup blockers

SNAP-R does not use popup windows. However, to improve user experience, SNAP-R opens a
new window to display contents of a previously uploaded supporting document when requested
by the user. While this mechanism works with most popup blockers, some may block the new
windows. If this occurs, please refer to your popup blocker instructions on how to allow SNAP-
R document windows.

1.5 Privacy Act Considerations

This system is protected by the Privacy Act, including the “Civil and Criminal Penalties’ found
in U.S. Code Section 552a, Records Maintained on Individuals, concerning the unauthorized use
and disclosure of system data:

Criminal Penalties - (1) Any officer or employee of an agency, who by virtue of employment or
official position, has possession of, or access to, agency records which contain individually
identifiable information, the disclosure of which is prohibited by U.S. Code Section 552a or by
rules or regulations established thereunder, and who knowing that disclosure of the specific
materia is so prohibited, willfully discloses the materia in any manner to any person or agency
not entitled to receive it, shall be guilty of a misdemeanor and fined not more than $5,000. (2)
Any officer or employee of any agency who willfully maintains a system of records without
meeting the requirement to publish a notice in the Federal Register regarding the existence and
character of the system of records, shall be guilty of a misdemeanor and fined not more than
$5,000. (3) Any person who knowingly and willfully requests or obtains any record concerning
an individual from an agency under false pretenses shall be guilty of a misdemeanor and fined
not more than $5,000.
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2 USER OBLIGATIONS

SNAP-R was created to allow exporters to submit Export License applications, Re-Export
License applications, Agriculture Exception Notices, and Commaodity Classification requests via
the Internet. Y ou must have a Company Identification Number (CIN) and Personal
Identification Number (PIN) to access SNAP-R. The procedures and requirements for obtaining
and using aPIN are set forth in section 748.7 of the Export Administration Regulations (EAR).

2.1 Receiving and using IDs

Each applicant company granted authorization to use SNAP-R will be assigned a Company
Identification Number (CIN). An Applicant Company shall reveal the assigned CIN only to the
PIN holders, their supervisors, employees, or agents of the applicant company with a commercial
justification for knowing the company identification number.

Y ou may obtain a PIN by sending an “Electronic Submission Letter” (an approved example is
provided in Appendix A) on your company letterhead, with a corporate officer’s signature, to the
Bureau of Industry and Security. Each individua who will be submitting requests must have his
or her own PIN and must have signed the PIN Holder’s Certification section on the Electronic
Submission Letter. The corporate officer who signs the company certification must also sign the
PIN holder certification portion of the letter in order to receive a PIN him/herself. This request
cannot be faxed to BIS. Since this letter must be provided to BIS in hard copy on company
letterhead, we recommend that you “cut and paste” the text of the sample letter on to a copy of
your company letterhead. Fill in the blanks (e.g., applicant company name), insert the PIN
holder information and add original signatures.

BIS will communicate PINs to authorized users by telephone. The PIN will be five charactersin
length. Individuals may select their own PINs and should indicate his or her preference when
contacted by the Bureau of Industry and Security.

PIN holders must not:
disclose the PIN to anyone except BIS (including supervisors or coworkers);
record the PIN either in writing or electronically;
authorize another person to use his or her PIN (including supervisors or coworkers); nor

use the PIN following termination of authorization by the Bureau of Export
Administration or by the Applicant Company.

To prevent misuse of the PIN:

The company and the PIN holder must report the loss, theft, or compromise of a PIN
immediately by calling the SNAP-R help desk at (202) 482-2227. Y ou must aso
confirm the report in writing within two business days; and

The company must immediately notify BIS when a PIN holder |eaves employment with
the company or otherwise ceases to be authorized by the company to submit applications
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viathe Internet on its behalf.

2.2 Creating, using and protecting Passwor ds

Passwords:
Must be 8 to 12 charactersin length
Must contain at least one number and one al phabetic character
May contain the special characters! @ #$ % & *

A strong password:
has never been written down;
is easy to remember;
is known only by the person using the account;
isat least 8 charactersin length;
is not the same password used for other accounts, such as your email account;

is not composed of personal information that can be easily guessed, such as your date and
place of hirth, the names of family members, your own name, your company, €tc.;

contains at least one letter of each case (lower and upper), one number, and one norn
al phanumeric symbol;

is not composed of one or more unscrambled words from any language, slang, dialect, or
jargon; and

is easy to remember. Try to create passwords that can be easily remembered. One way
to do thisis create a password based on a song title, affirmation, or other phrase. For
example, the phrase might be: "This May Be One Way To Remember" and the password
could be: "TmB1w2R!" or "Tmb1W>r~" or some other variation. Note: Do not use
either of the two above examples as passwords.

2.3 Internet Submissions

The Internet submission shall constitute an export control document. Such submissions shall
provide the same information as a written submission. Support documentation required by Part
748 of the Export Administration Regulations (EAR), including brochures and specifications,
can be attached directly to the Work Item in SNAP-R (PDF format required), or may be
submitted using facsimile numbers (202) 219-9179 or (202) 219-9182 or by courier. Electronic
submission of support documentation through SNAP-R is preferred.

Y ou will receive an Application Control Number (ACN) electronically. You must use this

2-2

Property of The United States Gover nment, Department of Commer ce, Bureau of | ndustry and Security



SNAP Redesign V1.0 Exporter User Manual

control number on all specifications and brochures submitted to support the request.

231 M aintenance of Records

Y ou should maintain alog, either manually or electronically, specifying the date and time of

each Internet submission, the ECCNs of the items or the description of the items on each Internet
submission, and the name of the employee or agent making the submission. Thislog must not be
atered. Written corrections must be made in a manner that does not erase or otherwise obscure
original entries. If the log is maintained electronically, corrections may only be made as
notations.

232 Changes of address and staff

Y ou should promptly notify BIS of any change in your company name or address. If your
company wishes to have an individual added as a PIN holder, your company should so advise
BIS and proceed in accordance with the instructions that BIS will provide. Applicant Companies
should make periodic reviews to ensure that only individuals whose current responsibilities make
it necessary and appropriate that they act for the Applicant Company in this capacity hold PINs.

233 Third Party Electronic Submissions

The Bureau of Industry and Security (BIS) permits third parties to submit license applications
and classification requests on behalf of exporters and re-exporters via SNAP-R. In order for
third parties to be authorized to make electronic submissions to SNAP-R for the company they
represent, they must submit a Third Party Certification Letter (an approved example is provided
in Appendix B of the SNAP-R ontline help system). Since this letter must be provided to BISin
hard copy on company letterhead, we recommend that you “cut and paste” the text of the sample
letter on to a copy of your company letterhead. Fill in the blanks (e.g., applicant company),
insert the PIN holder information and add original signatures.

234 Questions about CINsand PINs

If you have questions about applying for a CIN and PIN youmay contact the SNAP-R help desk
at (202) 482-2227 or by email at snapr@bis.doc.qgov.

Please note: PIN requeststhat are faxed or emailed will not be accepted or processed. The
email address isfor inquiries not the submission of certification letters.
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3 OVERVIEW OF SYSTEM CAPABILITIES

3.1 Purpose

The Simplified Network Application Process Redesign (SNAP-R) is designed to match and
exceed the current production SNAP functionality requirements, with limited enhancements. In
ECASS-R Stage 1, SNAP-R Version 1.0, these limited additional functionalities are
implemented, including the:

Ability to attach supporting documents to online export license application submissions
by uploading files through the web interface. This will reduce the time required to
manage and search for these paper documents for both exporters and BIS staff;

Enhanced system security and improved authentication;
Enhanced data integrity through the design and use of arelational database;

Email notification capability to support exporter and BIS staff correspondence,
acknowledgements, and validations;

Ability to perform search and retrieval of license applications (work items) and
supporting documents using specific metadata fields (For both BIS and industry users);

Capability to copy and re-use work item and supporting documents; and

Capability to share work items within the same company (based on rights management).

3.2 General Description
The Exporter Module of SNAP-R is designed to meet the Exporter Users needs to:
Apply for an export license and submit that application ortline;

Recelve and respond to requests for additional information needed to obtain an export
license;

Receive information about the license; and

Export one or more items.

3.3 Overview of Functions of SNAP-R

3311 Before Starting - Obtain Authorization

Obtain a Company Identification Number (CIN) and Personal Identification Number (PIN) and
activate a user account (see Section 3, User Obligations for instructions on how to get these
| dentification Numbers).

Note for users of the old SNAP system: The SNAP legacy systemrefersto the CIN asthe
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“ Applicant ID”.

3312 Step 1 - Submit Information

After logging in to SNAP-R, create a Work Item by filling out the online forms and (if
applicable) attaching supporting documentation in PDF format. After the forms have been
submitted, BIS will start the review process and the documents will no longer be editable by the
submitter. BIS will assign the application an Application Control Number (ACN) that begins
with the letter “Z”.

3313 Step 2 - Receive Acknowledgment

BIS routes an acknowledgment message through SNAP-R to each user authorized to access the
Work Item. This message will include the Application Control Number (ACN).

3314 Step 3 - Check Status and M essages
Users may check the status of their applications through SNAP-R.

Alternatively, once users have received their Application Control Number (ACN) or
Classification Control Number (CCN) from BIS/SNAP-R, they may track the status of their
request via the System for Tracking Export License (STELA) system. STELA is atelephone
response system that provides export license status information. Using a touch-tone phone, dial
(202) 482-2752 to access STELA. The system will also provide status for other requests such as
commodity classifications. Follow the on-line instructions to obtain the status of the export
license application or commodity classification using the case number assigned by BIS.

BIS may send requests for further information. If a user has supplied an email address in hisher
user profile, he/she will recelve an email notification that messages from BIS have been posted
in SNAP-R. Users may check these messages and the status of their applications through SNAP-
R.

These messages may include requests for information to the applicant from the licensing officer.
For timely processing of applications, the requests should be accommodated as soon as possible.
Responses may contain simple text as well as attached documentation.

3315 Step 4 - Final Action

Acceptance or rejection of a previously submitted application, classification or reporting form
may be viewed from SNAP-R. Final validations may include electronic facsimilesof an
Export/Re-Export License, Commodity Classification or Agriculture Exception Notice.
Exporters may ship based on the terms and conditions of the electronic copy rather than waiting
for the duplicate hard copy on BIS letterhead.

A hardcopy backup notification will be mailed to the exporter.
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4 GETTING STARTED

EXPORT CONTROL AUTOMATED
SUPPORT SYSTEM REDESIGN
(ECASSR) STAGE 1,V1.0, SNAP-R V1.0
MANAGING || MESSAGES

ACCESS & LOGOUT
RIGHTS REQUESTS

ENTRY CRITERIA EXIT CRITERIA
——

- Need accessto SNAP-R - Accessto SNAP-R

GETTING MANAGING MANAGING
STARTED |[ WORK ITEMS || DOCUMENTS

INPUTS KEY ACTIVITIES
CIN (ApplicantID)

PIN - Obtain CIN
Password - ObtanPIN

Granted Rights to the Exporter - Start an Internet session

Module of SNAP-R - Access SNAP-R website
(bttps://snapr.bis.doc.gov)

Company Registration (verify CIN)

Log into SNAP-R

Create and verify password

View Welcome Screen (SNAP-R Home Page)
Update User Profile

METHODSAND TOOLS . Navigate using options from the main menu
- Utilize"Help” to facilitate use

4.1 Before You Start

PRODUCTS
Personal computer
|E Browser

If your company does not already have one, obtain a Company |dentification Number (CIN) and
Personal Identification Number (PIN) for each user in the company.

Note for users of the old SNAP system: The legacy SNAP systemrefersto the CIN asthe
“Applicant ID.”

Once you have the necessary CIN and PIN, follow the instructions below to accomplish the
SNAP-R activities

Note: The systemwill automatically log your account off of SNAP-R after 60 minutes of
inactivity.

Note: If you close the browser window, without first logging out using the Logout function
(explained in Section 10), your SNAP-R session may not be closed until 60 minutes later. For
security reasons, it is preferable to use the Logout function.
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4.2 Company Registration

To browse to the SNAP-R website, type https://snapr.bis.doc.gov into the address line of your
browser. The following window, the About SNAP-R screen (Figure 4-1) will appear:

Bureau of Industry and Security
u.s. Department of Commerce

First time SNAP-R Uisers Users registered with SNAP-R

[ T T LF wau are a current SMAP u=er, please L]
ltn_g:flnlinn: and pasgward with yaur cumenk SNAP Applicant [0 and PIN. Usars ragitarad with SMAP-R should ucae thair Logn [0 and
UEEREE] 1 you are not 3 cumrent SMAP user, plaase send an amai tp Preen 00 00 loon here,
Compliance And sneprfbis.dac.gov to request a SMAP-R accaunk.
DU Eerebmant
Seminars And Training
International Programes

Dafensa Industrial
Base Programs

Figure4-1. About SNAP-R Screen

Figure4-1. Onthe About SNAP-R screen, select the create your Login I D and Password link. The
Login ID and Password Setup screen (Figure 4-2) will be displayed:

SNAP-R

ga'kab::ﬁ s Login ID and Pagssword Selup

SNAP-R FAQ # Login |0 mus=t be between 4 and 18 characiers in langth

» Passwond must be bebwesn 8 and 12 charackars in length
must cortain at least ona numeric and ona alphabatic character
the characiens FEFE% 4" ans aleo alkwed in the pasaword

|
Enter your CIN [Applicant 10} [eea0994) B [ 1

Enter your PIN Code (39953 [ [ 11

Choose a Logn 10 B [ I
Chooge a Paseword [l
Confinm Pazawond '7

Activae | Back |

Figure4-2. Login ID and Password Setup Screen
Onthe Login ID and Password Setup screen fill in al five fields:

Enter your CIN (Applicant 1D) (X999999): enter the CIN (Applicant ID) issued to your
company by BIS.

Enter your PN Code (99999): enter the PIN issued to you by BIS. For security reasons
dots will be displayed, not your PIN.
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ChoosealLogin ID: enter aLogin ID of your choice.

Choose a Passwor d: enter a Password, aso of your choice. For security reasons dots will
display, not your password.

Confirm Password: enter the same Password again. For security reasons dots will display,
not your password.

Click the Activate button The User Profile setup screen (Figure 4-3) will bedisplayed,
verifying that the data entered are valid in the ECASS system:

SNAP- R

User Profile

Y¥our User Profila is used by SHAP-R to populaie the contact ifomation for al of the onling foms

Contact Information B

LM
Frst Hamg

Last Mame

Phane
Fax
Email
Edil Prafila Changa Password

Figure4-3. User Profile Setup Screen

4.3 New User First Login

To browse the SNAP-R website, type https://snapr.bis.doc.gov into the address line of your
browser. The About SNAP-R screen (Figure 4-4) will appear:

Bureau of Industry and Security

s, Department of Commerce

what's Mew | Sitamap | Saarch

First tima SNAP-R Uears Usars ragistarad with SNAP-R

P Tl ] If you are 3 current SMAP user, please Craate vour Login

e LY el pasavard with yaur curent SHAP Applicant [0 and PIN. 0y o earad with SHAP-R should Use their Login [0 and

ki | [ vau are nok 3 current SMAP user, plasse send an amai to passward to ogin herg

(e T B P Nl snzondhbis. dog. go 0 request 3 SMAP-R account,

Enforcement

Saminars And Trainkng

Tnternational Prirais

Defense Industrial
Basa Programs

Figure4-4. About SNAP-R Screen

Onthe About SNAP-R screen, select the create your Login ID and Password link. The Login
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ID and Password Setup screen (Figure 4-5) will be displayed:

SNAP- R

Login ID and Password Setup

» Login |0k must be betwsen 4 and 18 characters in length

# Password must be between @ and 12 characters in length
rausl corkgin & least one rumen and ore alphabalic characien
tha characiers |@#3%4L* are also allowed in the password

Entar your CIN [Applicant 100 (4999939 & 7}

Enter your PIN Code (39999) [F [ ]

Chooge a Lagn D —]

Choaee a Paseword [T | =

Corfinm Passwond Ii_
Activie | Back |

Figure4-5. Login ID and Password Setup Screen
Onthe Login ID and Password Setup screen, fill in al five fields:
Enter your CIN (Applicant 1D) (X999999): enter the CIN issued to your company by BIS.
Enter your PN Code (99999): enter the PIN issued to you by BIS.
ChoosealLogin ID: enter a Login ID of your choice.
Choose a Passwor d: enter a Password, also of your choice.

Confirm Password: enter the same Password again.

Click the Activate button The User Profile setup screen (Figure 4-6) will be displayed, verifying
that the data entered are valid in the ECASS system.

SNAP-R Home User Profile

CREATE WORK [TEM . . . .

Li=T WoRk ITENS Your User Profile is used by SNAP-R to populate the contact information for all of the online forms.
SEARCH WORK ITEMS

SEARCH DOCUMENTS Contact Information B

ViEw MESSAGES

ManaGE USER PROFILE e

HeLP First Name

Locout Last Name
Phone
Fax
Email

Edit Profile Change Password

Figure4-6. User Profile Screen
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4.3.1 Update User Profile

The User Profile is pre-populated with your company’s CIN and the First and Last Name that
were entered at BIS when your PIN was created. Y ou cannot modify these data. If thereis
something incorrect, contact the BIS help desk ((202) 482-2227 or snapr@mail.bis.doc.gov) to
reguest corrections.

If you wish, you may add data for all or some of the other fields ‘Phone’, ‘Fax’, and ‘ Email’. To
do s, click the Edit Profile button which will cause the User Profile Edit screen (Figure 8-4) to
be displayed:

Your User Proflle 18 used by SHAP-R o populste the contact eiomation far al of the arding foms.

Comtact Information

AELE Cin

Frst Hama
Last Mama

Phone{930-950-2990

Fan(995-590-c005
Emall |kaylvestficacaea.com|

Ml:u:lE | Ganoel

Figure4-7. User Profile Edit Screen
Phone (999-999-9999): enter your work phone number in the format shown.
Fax (999-999-9999): enter your work fax number in the format shown.

Email: enter your work email address. Supplying avalid email address during this stage will
be helpful to you later. SNAP-R will use this email address solely to communicate when

new messages (acknowledgements, validations, or requests) are available to be viewed online
through SNAP-R. BISwill not use this email address for any other purpose.

Click Modify to save your changes (or Cancel if you decide not to submit any of these data).
Any changes you made to your SNAP-R User Profile are saved and the displayed in the User
Profile screen (Figure 4-8):

SMNAP-R Home User Profile
CREATE WORK [TEM

Li=T WoRK [TENS Your User Profile is used by SNAP-R to populate the contact information for all of the online forms.
SEARCH WORK ITEMS

SearcH DOCUMENTS Contact Information
ViEw MESSAGES
MaNAGE USER PROFILE €N

HELP First Name
LocouT Last Name
Phone 5H55-555-1212
Fax 565-655-1234
Email ksylvest@cococo.com

Edit Profile ‘ Change Password

Figure 4-8. User Profile Screen (updated)
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4.4 Existing User Login

To browse to the SNAP-R website, type https://snapr.bis.doc.gov into the address line of your
browser. The following window, the About SNAP-R screen (Figure 4-9) will appear:

Bureau of Industry :
LS. Department of Commerce

¢ 7 " 3
Where noustry and Socwrity Intarseci what's Mew | Sitamap | Saarch

Alrout BIS First ime SNAP-R Licars Usars ragistarad with SNAP-R
Hews
e Tl If you are a current SMAP user, please ¥our Login

Regulations with your cuerent SNAP Applicent [0 and PIN. e ponierared with SNAP-F. shewd use their Login [0 and

password to login herd,

u':n'“h'_! If you are not 3 current SMAP user, plaase send an amai to

Complinnce And Snapribbis, dog, Qo [0 requiest 3 SMAP-R acoount,
Enforcement

Saminars And Training
International Programs

Defense Industrial
Basa Programs

Figure4-9. About SNAP-R Screen

Onthe SNAP-R login screen, select login here on the right side of the screen for “Users
registered with SNAP-R”. The Login to SNAP-R screen (Figure 4-10) will be displayed:

SNAP- R

ABDUT SNAPR “ARNIHNG ™ WARNING™ WARNING ™ WARN NG WARMNG " WARNING"
BIS HouEe
SHNAP-R FAG This & a Daparimant of Commarca (OC), Bureau of Industry and Security (B15) computer system. DOCIEIS computer systams are provided

for the processing of official LS. Governmend information anly. All data comained within DOCBIS computer systems s cumed by the
DOCEIS, and may be audied, inbercepted. reconded, read, copied, captured, and detkosed by auihorized personnel. THERE 15 NG RIGHT OF
PRMACY INTHS SYSTEM. Authorized parsonnel may discloss any poiential svidenca of crima fourd on DOC/BIS computer systems to
Bppropiste authoiities

USE OF THIE 3YSTEM BY ANY USER. AUTHOREED OR UNAUTHORLIZED, CONSTITUTES CONSENT TD AUMNTING, INTERCEFTION
RECORDRG, READING, COPYING. CAPTURING. and DISCLOSURE OF COMPUTER ACTWITY.

Login o SHAP-R

Logn IDF |
Fassword @ |

CIN {Applzant D) F I
Logn | Clear

T Exmng SHAP usens: please use your Agploant 1D 28 your N and the PH you
Rava 10 orisale g SHAP-R Logn @ aed padaword

Register for CIN and FIN cods

Esgerdar obban a SHAP-A Company Mestifoatos Runber (G4 snd P code

BE's Dibizion of Qulreach and Educational Sendces (an 355isl wou with 3MAF relaled questiors fom 8:30 am o 5 pm ET. Please call {202} d82-07935 ]|

Figure4-10. Login Screen

Onthe Login to SNAP-R screen, enter the Login ID and Password that you selected previously
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and CIN (Applicant ID) issued to your company by BIS and click Login (pressing the Enter key
at any time on this screen will have the same effect as clicking the Login button). If you have
entered valid entries, the Welcome to SNAP-R screen (Figure 4-11) will be displayed:

SNAP-R Houz Welcome to SNAP-R
CREATE WORK ITEM

LT WORK [TEMS Welcoms, KIRSTEN SYLVESTER.
SEARCH WORK ITEMS

. - . To submit a new export related application, click on Create Work Item on the left hand navigation bar. Click on 2 or Help on the navigation
Sl FavTl = e bar for help information. What is a Work ltem?
VEW MESSAGES P e
E];;;"GE diczlpei s The Remove button will remove the selected messages from the message board. Messages are still accessible within their associated Work
ltems.
Locout

0 Mew Message(s)
Subject Date ¥

You have no new messages

Figure4-11. Welcometo SNAP-R Screen

4.5 General Navigation and the SNAP-R Navigation Bar

On the left side of all SNAP-R screens, under the Department of Commerce logo, thereisalist

of itemswhich arelinks. Thislist is called the “Navigation Bar”. Itiscircled on the Login ID
and Password Setup Screen (Figure 4-12) below:

Apout SNAP-R

BIS Home
SNAP-R FAQ

Login ID and Password Setup

« Login ID must be between 4 and 18 characters in length

« Password must be between 8 and 12 characters in length;
must contain at least one numeric and one alphabetic character;
the characters |@#5%&" are also allowed in the password

|

Enter your CIN (Applicant ID) (X399999) [ ]

Enter your PIN Cade {99399) [ ]

Choose a Login ID & ’7

Choose a Password B [ ]
—

Confirm Password

Activate | Back

Figure4-12. Login ID and Password Setup Screen (with Navigation highlighted)

Before successful login, this list will have only three choices:
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About SNAP-R link which will direct you to the SNAP-R home page (Figure 4-13):

Bureau of Industry and Security
LS. Department of Commerce

Wwhere Industry and Security Inbersect what's Mew | Sibemap | Search

FirsL time SNAP-R sers Users registered with SNAP-R

[T e Tl If you are a current SKAF user, please

creabe your Login [0
znd pasaward p Appli PIN, ! ; ;
Ragulations Sard wath your cuersnt SNAR Applicant [0 and BIN. o o nirarad with SNAP-A shoud use Sair Logn [0 and

IEEIS] If yau are not 3 current SHAP wser, please send an emal o PR==nord b3 login hes.

Curnpl.iance FT el snapribis.doc.gov to request @ SMNAP-R accaunk,
Enfarcement

Seminars And Trnin.hg

Intermational Programs

Defense Tndushrial
Hase Programes

EQIA | Disclemer | Privacy Policy Statement | [nfermation Cuality
Oepertment of Commerce | Contack Us

Figure4-13. SNAP-R Home

BIS Home link which will direct you to the BIS home page, http://www.bis.doc.gov.

SNAP-R FAQ link which will direct you to alist of frequently asked questions about SNAP-R
(Figure 4-14).

SNAP-R Frequently Asked Questions (FAQ)

O

Browser requirements:
To access SNAP-R your browser must meet following requirements:

+ Internet Explorer for Windows, version 6.0 or above
* JavaScript must be turned on

+ Cookies from this site must be accepted

* Popup blocker must be turned off

For best optimal experience, your screen resolution should be 1024 x 768 or higher.

I already have valid SNAP account credentials, consisting of Applicant ID and PIN. Do I need to re-register with BIS
in order to obtain access to SNAP-R?

If you already have an Applicant ID and PIN, you do not need to re-register. To obtain access to SNAP-R, click
on the Create SNAP-R Login ID and Password link, located on the SNAP-R homepage. You will then need to enter
your Applicant ID and PIN, and select a Login ID and password.

I forgot my Login ID or password. How do I regain access to my SNAP-R account?

Figure4-14. SNAP-R FAQ

The FAQ isauseful reference in case you need help with SNAP-R before logging in.
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After login, there will be alist of nine links in the Navigation Bar, which are circled below

(Figure 4-15):

SNAP-R HoME
CREATE WORK [TEM
LisT WoRk ITEMS
SEARCH WORK ITEMS
SEARCH DOCUMENTS
VEW MESSAGES
ManAGE USER PROFILE
HELP
Logout

User Profile

CIN

First Name

| act KMarma

Your User Profile is used by SNAP-R to populate the contact information for all of the online forms.

Contact Information B

Figure4-15. SNAP-R Navigation Bar

SNAP-R Home link

Will take you to the SNAP-R homepage, Welcome to SNAP-
R, which displays all new messages from BIS.

Create Work Item link

Will take you to the start of the process of creating a new
Work Item, either as a blank form or by copying an existing
Work Item.

List Work Items link

Will list all Work Items that you have access to.

Search Work Items

Will allow you to search for Work Items that meet certain

link criteria of interest to you.
Search Documents Will alow you to search for documents that meet certain
link criteria of interest to you.

View Messages link

Will list all messages that you have received from BIS.
Clicking on View Messages will expand the Navigation Bar
to include 4 additional options: All Messages, BIS requests,
Acknowledgements, and Validations.

Manage User Profile

Will allow you to modify your contact information and other

link details stored in your User Profile.

Helplink Will take you to the welcome page of the help documentation
for SNAP-R.

Logout link Will log your account out of the SNAP-R system and will

return your browser to the SNAP-R login page.

The functions and instructions for each of these choices are further explained in a separate

heading below.

4.6 Help

As noted above, general help documentation is available ontline from the Navigation Bar.

Field-level help is also available for most fields in SNAP-R. Anywhere you see a small box with
aquestion mark B in it next to afield label, you can place your mouse over the box (hover there

without clicking), and a box will appear with an explanation of the field and its use. If you need
additional information about the field, then click on the box [4 and an additional window will
appear with further help on the use of the field.

Information about how to get additional help isavailable in Section 8 below.
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5 MANAGING WORK ITEMS

A Work Item is an electronic submission of the BIS-748P form. The BIS-784P is a multi-
purpose form that can be submitted as an application for export license applications, re-export
license applications, commodity classification requests and AGR license exception notices.

EXPORT CONTROL AUTOMATED
SUPPORT SYSTEM REDESIGN
(ECASSR) STAGE 1,V1.0, SNAP-R V1.0

MANAGING
WORK
ITEMS

ENTRY CRITERIA

Need to List, Create, Search for or
Edit aWork Item

INPUTS
Datafor Input
Contact Information
Document Checklist
License Information
Applicant Information
Other Party Information
Purchaser Information
Intermediate Consignee
Information
Ultimate Consignee Information
Specific End Use
Export Item Information
Additional Information
Supporting Documents
Search Criteria
Reference Number
ACN
Case Number
Work Item Type
Creation Date (range)

PRODUCTS
List Results
New Work Item
Search Results
Completed Work Item submitted to
BIS

GETTING
STARTED

O OO0 oo O OO0 000 O

O O0OO0OO0Oo

MANAGING
DOCUMENTS

MANAGING || MESSAGES

ACCESS & LOGOUT
RIGHTS REQUESTS

EXIT CRITERIA

——

KE

Work Item Created, available to Edit,
and finally to Submit to BIS

Y ACTIVITIES
List Work Items
Create Work Item
Reuse Work Item
Search Work Items
Add, Edit or View Work [tem

(]

Add, Edit or View Work Item Details

Add, Edit or View Status and Contact Information
Add, Edit or View Document Checklist

Add, Edit or View License Information

Add, Edit or View Applicant Information

Add, Edit or View Other Party Information

Add, Edit or View Purchaser Information

Add, Edit or View Intermediate Consignee
Information

Add, Edit or View Ultimate Consignee Information
Add, Edit, View or Delete End User Information
Add, Edit or View Original Ultimate Consignee
Information

Add, Edit or View Specific End Use

Add, Edit, View or Delete Export Item Information
Add, Edit or View Total Application Dollar Value
Add, Edit or View Additional Informetion

Add, Edit or View Supporting Documents

Review the Work Item
Delete Work Item
Submit Work Item
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METHODSAND TOOLS
Click List Work Items
Click Search to Reuse
Click Save Draft
Click Search
Click Edit Export Item
Click Add End User

Click Delete

Click Add Export | tem

Click Check for Errors

Click Preview Work Item to Submit
Click Print-Friendly View

Click Cancel

Click Submit Work Item

5.1 List Work Items (Export, Re-export, AGR, Commodity Classification Work Items)

This function allows youto retrieve alist of all Work Items you have accessrightsto. Y ou will
be able to see Work Items that you have created in addition to any Work Items that othersin
your company have created that you have access rights to (view, edit, or admin; See section 1.1
for more information).

Click on the List Work Items link on the Navigation Bar. The Work Item List screen (Figure 5-
1) will be displayed:

," |.r-.- TME i Work ltem List -

¥ou may o the lst by clicking on the column headera. ]

Twark lemiey  Cespiyng 1 Tiougn 7

Relarenc Hunbe: ACH Casa Hurbar

Prorye CEE000] Commodity Claseificalon Request DEAAENE DRAFT |

Wlarn

e BEHE00 Fee-Expar License Apgdcation DBAE0E DRAFT
Expar Ucengs Applicalion 32008 DRAFT |
Emar Licensse Application DEAZZ005 DRAFT |
ZTo020a Expori Licen== Applicalion DOTA200E 4CCEPTED !

Eepoii Licenss Application nRTaZ0E DRAFT
BEATIOE ZT00140 Commodity Classification Request DOMGE005 &CCEFTED II

Search Again

Figure5-1. Work Item List Screen

On the Work Item List screen, the Reference Number, ACN, Type, Creation Date, and SNAP-R
Status columns are displayed.

The default sort order for list of Work Itemsis ordered by date and time the Work Item was
created. You may re-order the list by clicking on any of the column headers. If you want to
reverse the order, click on the same header again.

The Creation Date is the day the Work Item was first saved into SNAP-R, whichis not
necessarily the day it was submitted.

You may click onaWork Item’s Reference Number link to be taken to the Edit Work Item
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screen(or View Work Item screenif you do not have edit rights to that Work Itemor it has been
SUBMITTED), where the details of that Work Item are displayed.

Clicking on Search Again will display the Search Work Items screen where you may create a
searchto refine the list (instructions to use the Search Work Items screen are in Section 5.4
below).

5.2 Creating a NewWork Item

Work Items have traditionally been submitted to BIS via the multi-purpose BIS-748P paper
form. The main purpose of SNAP-R is to alow for electronic submission of this form. The
following applications are supported: Export Licerse Applications, Re-Export License
Applications, Agriculture License Exception Notices, and Commodity Classification Requests.

Note The submission of Special Comprehensive Licenses through SNAP-R is not currently
supported.

There are two ways to create a Work Item. Thefirst is covered in this section, creating a new
Work Item by entering al new data. The second, copying and modifying an existing Work Item,
is covered in the next section (Section 5.3).

Click on the Create Work Item link on the Navigation Bar to start the process of creating a Work
Item. The Create Work Item screen (Figure 5-2) will be displayed:

Create Work [tem
Mew Work iem B

Please select a ¥ork [tem {ype from the diopdown box. then dick Creste. &

A =re Prarpe
HELR Type [ | Expon Lisere Applicatan H
i : =
Referance Mumber [7] | (Fommad A4A0009) |
Crasts

Reuse Existing Work bem

Pleasa chck Search to Reuss 10 §nd 3 \Work Item 10 copy. B

Search o Heuss |

Figure5-2. Create Work Item Screen

Type
Select the Work Item type that you want to create from the drop-down box. Y ou can
choose from the following:
Export License Application
Re-Export License Application
Agriculture License Exception Notice
Commodity Classification Regquest
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Reference Number

Create avalid reference number for the work item. Reference numbers must follow the
format of three letters followed by four numerals, e.g., “AAA1111” (if lower case letters
are used they will be converted to upper case by SNAP-R).

Click the Create button

The Edit <Work Item type> screenwill be displayed (on your screen <Work Item type> will be
replaced by the name of the kind of item (Export License Application Re-Export License,
Agriculture License Exception Notice, or Commodity Classification) that you selected). The top
of Edit Work Item Screen will be displayed (Figure 5-3):

Relerencse Humoer, ERS11160 Stats, DRAFT

Edit Export License Application

Please click Sawe Draft o sawe your unfinished work. Requied felds are marked vath an astensk [%) The numbers [El nest 1o the fizlds are
oy for refierance o the papsr version of this form and do not nesd to ba considened 1o complete this application
To dedete this Wors Hemn: Oelete 'Work Hem

To grant or deleta ights to others to view, edit, or submit this YWork Hamn: Manage User Rights [

Contact Information” =
Reference Mumber | A849999) [F EKSTI115

1. Gontact Parson (First. Lastf [

2. Talaphore bumber® (494-539-508) (2 TR,

3. Fa Nurnber {090-993-9999) G 55551234
Emai [ ksytvestZcococo com
L, Crestion Dats F S71B/06
5. Type OF Application Expart License Application |
Sawe Drafi

=1

Figure5-3. Edit Work Item Screen (Summary & Contact | nfor mation)

At the top of the page is the Work Item type (Export License Application in the above example),
Reference Number (EKS1111), and Status (DRAFT).

Following thisis the top of the Form itself, followed by some instructions and two controls.
Delete Work Item will be explained in Section 5.6. Manage User Rightswill be explained in
Section 5.9.

I mportant Note You may only modify Work Items with a status of “ DRAFT” or “ REJECTED” .
After you submit the Work Item (its status will then changeto “ SUBMITTED” ), you will not be
able to edit the details, nor will you be able to attach additional documentation to your
application. If BISrejects your submitted Work Item the status will be changed to
“REJECTED” and you will be able to modify the Work Item once again. Any further updates to
“SUBMITTED” Work Items are allowed as Bl Srequests further information. When that
happens, you will be given the opportunity to add further textual information and attach
additional documentation to your application.

Fill in any fields in the first subform, Contact Information, that have not been populated using
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the information you supplied in your User Profile. Y ou may aso modify some of the fields if
needed. Fields which may be modified are Contact Person, Telephone Number, Fax Number,
and Email. Thisis especialy helpful when the personwho entered the data is not the Contact
Person for the Application in the company.

Fields marked with an asterisk (*) are required.
When done, save the information by clicking on the Save Draft button.

Recommendation: Use the Save Draft button frequently while filling in the form. Thiswill help
protect you from data loss in the case of computer or server malfunction or sudden loss of
internet connectivity.

Instructions for the remaining subforms on the Edit Work Item screen are included in Section5.5
(below).

5.3Work Item Reuse

This section covers the second way to create a Work Item, by copying an existing Work Item and
modifying it.

Click on the Create Work Item link on the Navigation Bar to start the process of creating a Work
Item. The Create Work Item screen (Figure 5-4) will be displayed:

Create Work ltem
Mew Work Hem &

Please selact a Work [bem 1ype= from the diopdown box then click Create. [2]

Type [E |ExpanLr:m5e.ﬂ.pp-|:aiun :I
Refarence Mumber 1 [ (Format. AAADIES)
Cragha

Reuse Existing Waork bem

Plagge chck Seanch i Reuse 10 §nd 3 Wk Item 10 copy. [

Search o Heuss

Figure5-4. Create Work Item Screen

Click on the Sear ch to Reuse button. The Search Work Item Form will be displayed. See
Section 5.4, below to learn how to use the Search Work Item Form.
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Specify search criteria (or leave al fields blank to return the list of all Work Items you have
access to) and click on the Search button The results of your searchwill be displayed in the
Work Item List (Figure 5-5):

SHAP-R HolE Work ltem List

C-REATE Warw TEM "

LisT Wam heus Wou may soit the list by chokng on the column headers. [

SEARCH WOAK ITEHS & Wik lemis)  Displaring 1 fimugh &

SERACH DOCMENTS Eeference Humber AC Case Rumber Creasion Date™  SHAP-R Status

WEW MESSAGES

Mariace UsER PROFLE EKE1115 EmnariLicenss Appdcation DBMBEN0G DRAFT Reugg @

e d CHE00 Cammoalty Classiicalion DEAIE005 DRAFT Reuss

LaGour Request
RME0001 Fee-Export Licensa Applcation  DDA3Z00S DRAFT Rausa &
EKS1114 EepariLicenge applcation DEM2A00E DRAFT Beuge @
EKS1113 EwxpariLicensa Applcatinn DEMZ2005 ORAFT Eeuss #
EKS1112 ZT0dE Eeparilicenas Appdcation RDeR00s ACCERTED Beuge &
EKE1111 ExmariLicenss Appdcation D2MeZ005 ORAFT Reusg
BEAI0IE ZT007140 Cammialty Claselfication D600 ACCEPTED BEige &

Request
Seaich Again

Figure5-5. Work Item List Screen

It will include one more option than the case where a user transitions there directly from the
Navigation Bar using the List Work Items link: a Reuse link next to each Work Item. Inthe
search results (Work Item List), find the Work Item you want to copy and click on the Reuse
link. The Reuse Work Item Query box (Figure 5-6) will appear:

Figure5-6. Reuse Work Item Query Box
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Click OK. The Copy and Reuse Work Item (Figure 5-7) screen will be displayed:

Copy and Reuse Work lkem

Pleass emier a mference numbar for the naw work ilemn, then click Creats. Information wil ba copied from the orgina Work kam EKE 1113
New ¥Wark item

Type Export Licerns= Applicalion

Refererce Mumber [ Farmai- AAA DG

Rauss the suppoting documents? [

Digeuméents attached 1o the ofignial Waork leim

Title Lusthsor Typ=
Pzt & Whitn=y BIS-711 for type A widgets Pratt & BI=-T11
wlulne-:.-
Technical Specification Tor Type A Vg Krelen Tech. Space
Syhasior
Conuel

Figure5-7. Copy and Reuse Work Item Screen

Enter a new Reference number and choose whether or not to reuse the same supporting
documents with the check box. Click the Create button and the Edit Work Item screen (Figure
5-8) will be displayed:

Expom License Applcation BIE-T48F
Reference Humber EKS1145 Otatus. ORAFT

Edit Export License Application

Please click Sawe Draft to save your unfinished work. Requied felds are marked with an astarisk [*) Tha numbears 12l naxt 1o 1he fields ara
cniby for refierence 1o the papsr version of thes farm and do net nesd to be considened 10 complete this application
To deleta this Wod: ern: Deleta Work hem

To grant or delete nghts to othars o view. edit, or submi this York Hem: Manage Usar Righds [

Contact Information”

Reference Mumber | AA48399) Z EKS1115

. Gontaet Parson (First. Lasty (7

2. Telaphone Mumber® (199-509-908%) Essesaziz
1. Fon Nurnber {195-305-9009) G FEE-ER5- 1234
Emai [ fesytvestEcaroro com
A, Crestion Dals & 2 BA0E
5. Type Cf Application Export Licenss Application
Sawe Drah

| Documentcheckist

Figure5-8. Edit Work Item Screen (top)

At the top of the page is the Work Item type (Export License Application in the above example),
Reference Number (EKS1111), and Status (DRAFT).

Following thisis the top of the Form itself, followed by some instructions and two controls.
Delete Work I'tem will be explained in Section 5.6. Manage User Rightswill be explained in
Section 5.9.
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Fill in any fields in the first subform, Contact Information, that have not been populated using
the information you supplied in your User Profile. Y ou may aso modify some of the fields if
needed. Fields which may be modified are Contact Person, Telephone Number, Fax Number,
and Email. Thisis especially helpful when the person who entered the data is not the Contact
Person for the Application in the company.

Fields marked with an asterisk (*) are required.

Additional information on filling out the Contact Information subform may be found in Section
5.5.1 below.

When done, save the information by clicking on the Save Draft button.

Recommendation: Use the Save Draft button frequently while filling in the form. Thiswill help
protect you from data loss in the case of computer or server malfunction or sudden loss of
internet connectivity.

Instructions for the remaining subforms on the Edit Work Item screen are included in Section 5.5
(below).

5.4 Search Work ltem

This feature allows you to search for aWork Item by specifying certain criteria. One or more of
the fields can be supplied, or the form can be submitted without any input from the user;
submitting a blank form will cause the search results to contain all Work Items.

Note: Work Items returned in the search are limited to those that the user has (at |east) view
rights to and have been created through SNAP-R

Click onthe Search Work Items link on the Navigation Bar to start the process of searching for a
specific Work Item. The Search Work Items screen (Figure 5-9) will be displayed:

2"1’5‘_-':'7'3#'7'0"‘5‘7 Search Work ltems
L|:En‘u"fo‘|‘i‘|‘colﬁgr,1sm Leaving search criteria blank will give you all viewable Work ltems
SEARCH WORK ITEMS
SEARCH DOCUMENTS Enter Search Criteria B
VEW MESSAGES ,—
ManaGE UsSER PROFILE Reference Number (]
HELP ACMNE
LocouT
Case Number 2
Type 2 JAn =
Created After (mm/dd/yyyy) 2] Created Before (mm/ddiyyyy) 21
Search
Figure5-9. Search Work Item Screen
Fields that may be searched:
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Reference Number

Enter al or part of a Reference Number. The search is not case sensitive; searching for
“a or “A” will both return any work item that starts with either “a’ or “A”.

ACN

Enter all or part of an ACN (Application Control Number). Whenanew Work Item is
submitted successfully, BIS assigns a unique ACN to it for tracking purposes.

Case Number

Once awork item is approved, or approved with conditions, a case number is assigned.
This number, also known as the license number or “D number”, starts with the letter “D”.

Type

Select the desired Work Item type from the drop-down box. Y ou can choose from the
following: Export License Application, Re- Export License Application, Agriculture
License Exception Notice, and Commodity Classification Request.

Creation Date Range (After, Before)

Search for applications created after a certain date, before a certain date, or between the
two dates by entering one or more dates into the date range. Dates must be in the format
of mm/dd/yyyy where mm is the 2-digit code for the month (01-12), dd is the 2-digit
form of the day (01-31), and yyyy isthe 4 digits of the year.

To search for applications created on a single specific date, enter that date in both the
Created After field and the Created Before field, e.g., to search for items created on
September 8, 2006 see Figure 5-10:

2""""34% ':'0NE| Search Work ltems

REATE WORK ITEM

LieT 'v“vfo‘l;:( ITEMS Leaving search criteria blank will give you all viewable Work ltems

SEARCH WORK [TEMS

SEARCH DOCUMENTS Enter Search Criteria

ViEW MESSAGES

MANAGE USER PROFILE Reference Number (2]

HELP ACNE

Logout
Case Number
Type & |aul |
Created After (mm/ddiyyyy) Created Before (mm/ddiyyyy) 2]
09/08/2006 09/08/2006

Figure5-10. Search Work Item Screen (Date Sear ch)
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To search for applications created between two dates, enter the earlier date in the Created
After field and the later date in the Created Before field, e.g., to search for items created
between September 1, 2006 and September 9, 2006 see Figure 5-11.:

SNAP-R Home
CReaTE WoRK ITEM
LisT WoRkK ITEMS
SEARCH WORK ITEMS
SEARCH DOCUMENTS

VIEW MESSAGES Ref Numb ’—

ManaGE USER PROFILE sterence Humber =

HELP ACN

LosouT
Case Mumber 2]
Type &1 |Au |
Created After (mm/ddiyyyy) Created Before (mm/ddiyyyy) &
09/01/2006 DS‘IDS‘IEDDSl

Search Work ltems

Leaving search criteria blank will give you all viewable Waork Items

Enter Search Criteria B

Figure5-11. Search Work Item Screen (Date Sear ch)

To search for applications created after a specific date, enter that date in the Created After
field, e.g., to search for items created after September 12, 2006 see Figure 5-12:

SNAP-R Home
CReATE WoRK ITEM
LisT WoRK ITEMS
SEARCH WORK [TEMS
SEARCH DOCUMENTS
ViEw MESSAGES
ManaGE USER PROFILE
HEeLp

LocouT

Search Work ltems

Leaving search criteria blank will give you all viewable Waork Items

Enter Search Criteria B

Reference Mumber (] ’—

ACNE [ ]

Case Number l—

Type & |aul |
Created After (mm/ddiyyyy) Created Before (mm/ddiyyyy) 2]

B2 oo I

Figure5-12. Search Work Item Screen (Date Sear ch)

To search for applications created before a specific date, enter that date in the Created
Before field, e.g., to search for items created before September 8, 2006 see Figure 5-13:

SMNAP-R Home
CreaTe WoRK ITEM
LisT WoRkK ITEMS
SEARCH WORK ITEMS
SEARCH DOCUMENTS
VIEW MESSAGES
MANAGE USER PROFILE
HELP

LogouT

Search Work ltems

Leaving search criteria blank will give you all viewable Waork Items

Enter Search Criteria B

Reference Number 2] ’—

ACN [ ]

Case Number 2 ’—

Type 21 |aul |

Created After (mm/ddiyyyy) F] Created Before (mm/ddiyyyy) B
T

Figure5-13. Search Work Item Screen (Date Search)
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Click the Search button to perform the search and view the results list (the screen shown below
(Figure 5-14) has the results of the last search).

After submitting the form, the Work Item List screen (Figure 5-14) will be displayed if your
search matched any Work Items that you have rights to access:

e Wark ltem List ™
“REATE YWORK ITEL
ST YWORK [ TEMS ¥ou may sort tha list by clicking on tha coumn haadars. 2
EARCH WORK JWork Bemiss O
sRcH Docune
VEW MESsABEE
ManacEe USER PraFLE EKE111 rTI0208 Export Licanse Applicaion N9ME2006 ACCEPTED
! EKS1111 Export Licen== 4pplicaiion IER i SUBMITTED
s
BE=1007 TT00140 Commodity Classficalion Reguesl 190620046 ACCEPTED

Figure5-14. Work Item List Screen (Date Sear ch Results)

You may select a particular Work Item to view or edit by clicking on the Reference Number link
for that item. If aWork Item is editable (i.e, its status is DRAFT or REJECTED) then the Edit
Work Item screen will be displayed. If the Work Item is no longer editable (i.e., its statusis
ACCEPTED or SUBMITTED) then the View Work Item screen will be displayed.

If the Work Items returned were not what you expected and you want to create a new search,
click on the Search Again link at the bottom of the screen.

5.5 Edit Work Item
The Edit Work Item form is a large, multi-part form that is used to edit Work.

This page will allow you to view and/or modify a Work Item (if aWork Item is editable i.e,, its
status is DRAFT or REJECTED and the user has sufficient rights to edit (see Section 5.9). If the
Work Item is not editable, the user will only be able to see the View Work Item screen

There are three ways to navigate to the Edit Work Item screen:

Click on the List Work Items link on the Navigation Bar to display alist of all Work
Items you have accessto. Click on the appropriate Reference Number and the Edit Work
Iltem screenfor that itemwill be displayed (see Section 5.1 for more information on using
the Work Items List).

Click on the Search Work Items link on the Navigation Bar to search for aWork Item
From the results of your search, click on the appropriate Reference Number and the Edit
Work Item screen for that item will be displayed (see Section 5.4 for more information on
searching for Work Items).

Click on the SNAP-R Home or View Messages link on the Navigation Bar to view alist
of messages sent by BIS that are waiting for your attention. Each message is associated
with aWork Item If thereis argected Work Item, click on the message title. A screen
will be displayed that has alink from the Work Item’s Reference Number. Clicking on
the Reference Number will display Edit Work Item screen for that item (see Section 7 for
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more information on Viewing Messages).

You may aso view Work Items by clicking on either the Reference Number link or the Back to
Work Item link for (Work Itemsthat are editable) found throughout the application. These links
are provided whenever you are modifying some component of a Work Item, such as documents,
requests, validations, or acknowledgements.

Thisform is used to edit all types of work items, though some fields may not be applicable to all
kinds of items. See the field descriptions which follow for more information.

Note The numbering of each field is consi stent with the block on the BIS-748P Multi-purpose
Form that contains the corresponding information. The fields do not need to be completed in
any specific order, nor do all of the fields need to be completed (except where noted). If you
need assistance with the compl etion of the form, or you find another document referring to the
BLOCK NUMBER of the BIS-748P form, you may use these numbers for reference.

Many terms and acronyms used here are defined in the EAR or on the BIS website. Please see
Appendix C in the on-line help for alist of links to these resources.

A detailed explanation of how to use each subformis presented below in the order of its
appearance on the screen

551 Status and Contact | nfor mation subform

At the top of the Edit Work Item screen (Figure 5-15) are the Work Item type (Export License
Application in the example below), Reference Number (EKS1115), and Status (DRAFT).

SHAP4 ” 2 Export Lizense Applc aticn BIS-748P
nrd.-r ol i :_rl' Reference Mumber: EKS1115 Status: DRAFT
R WiaRK .-: Edit Expert Licensa Application

Plea== click Save Draft to save your unfinished wark. Required field= are marked with an astensk ("} The numbers &l next 1o the fislds an=
anly for reference 10 the paper venson of 1hes Torm and do nol need 10 b considensd to comglkede s application
To dalete this YWork Hem- Delete Wi Hem

To grant or delele ghis 10 othens 10 vies, &di, or submit thie Work Rem: Manages Liser Rights [k}

Collagee All

Contact information” =

Referanca Mumbar'{AA5%550) [7] EK21115

1. Comact Person (Firet. Laat)” E

7. Telephone Humber® (393-939-95935) & SEE-REE-1212
3. Fax Mumber (393-989-0933) [ [525-6357234
Email (A |ias',"r'-"s:a'1’é:|;1-:-:m:- cam
4. Creabon Date (1 LR il
5. Type Of Application Export License Apglication
Save [iaf |

Figure5-15. Edit Work Item Screen (Status & Contact I nformation)
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Following thisis the top of the BIS748P Form itself, followed by some instructions and several
controls:

Manage User Rightslink

Click the Manage User Rightslink to grant (or revoke) rights to other users for this
Work Item (if you are the Work Item owner or have admin rights. Y ou can permit them
to view, edit, and/or submit this Work Item (see Section 5.9 for further information about

User Rights).

DeleteWork Item link

Click the Delete Work Item link to delete this Work Item. Further information on this
function isin Section 5.6.

| mportant: The deletion isirreversible, and it can only be done while this Work Itemis
editable (before the Work Item has been SUBMITTED and if the user has the right to
delete the Work Item).

Collapse/ Expand All links

These controls are toggles. Clicking on one will cause the othersto disappear. Click on
the Expand All link to expand all the subforms below that point on the page. Click on
the Collapse All link to collapse all the subforms below that point on the page.

Clicking on the plus [+ or mi nusH controls directly below the Expand All and Collapse

All linkswill allow the user to expand or collapse a single subform (you may need to
expand or collapse all elements first to get this feature to display the portion of the form
you wish to see).

Following this is the Contact Information subform, which contains the following Fields:

Reference Number (AAA9999) (required)

Thisfield contains the Reference Number that was assigned to this Work Item when it
was created by the Work Item Owner. It cannot be modified, except at that time.

Contact Person (First, Last) (required)

These fields are used to enter the first name (left text box) and last name (right text box)
of the person who can answer questions concerning the application. The default values
for these fields are taken from the User Profile of the person who created the Work Item.
These fields may be edited if there is a more appropriate personto serve as a contact for
the application

Telephone Number (999-999-9999) (required)

This field is used to enter the business voice phone number of the Contact Person for this
application. The default value for this field is taken from the User Profile of the person
who created the Work Item It may be edited if the contact person has been changed or in
the case where a phone number was not entered in the User Profile of the person who
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created the Work Item.

Fax Number (999-999-9999)

Thisfield is used to enter the business facsimile phone (fax) number of the Contact
Person for this application The default value for this field is taken from the User Profile
of the person who created the Work Item. It may be edited if the contact person has been
changed or no fax number was entered in the User Profile of the person who created the
Work Item.

Email

This field is used to enter the business email address of the Contact Person for this
application. The default value for thisfield is taken from the User Profile of the person
who created the Work Item It may be edited if the contact person has been changed or
no email address was entered in the User Profile of the person who created the Work
Item.

Creation Date

This fiedld contains the date that this Work Item was created. This value cannot be
modified.

Type of Application

This field contains the type of the Work Item being edited. This value cannot be
modified.

The Contact Informationsubformalso contains the following control:

Save Draft button

55.2

Click on the Save Draft button to save the changes made to all subforms of this Work
[tem.

Note: Clicking SaveDraft does not submit the Work Item for final review; it only saves
the changes made to this Work Item so that you can resume editing later.

Document Check List subform

When an exporter user submits BIS-748P, the user can submit alist of supporting documents, or
indicate a list of supporting documents the exporter has on file. The Document Checklist (Figure
5-16) lists allow the user to indicate those documents that will be submitted (Block 6) and
documents the exporter has on file and can be provided upon request (Block 7). This subformis
not applicable to Commodity Classification Requests. No supporting documents are required for
Agricultural Exception License Requests.
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Document Checklist

6. Documents submitted with application [ 7. Documents on file with applicant 2
= Export ltems (BIS-T48P-4) [ O BIS-T11
= End Users (BIS-748P-B) [ O Letter of Assurance
N BIS-T11 O Import/End-User Certificate
I Import/End-User Certificate O Nuclear Certification
O Technical Specification O Other | |
I Letter of Explanation
[T Foreign Availability
[ Other|
Save Draft
License Information

Figure5-16. Edit Work Item Screen (Document Checklist)

Documents submitted with application (section 6)

Review the documentation you are required to submit with your application in
accordance with the provisions of part 748 of the EAR, and check al applicable
checkboxes.

The Export Items (BIS-748P-A) box will be checked if you have entered more than one
export item. Users can not edit thisfield directly.

The End Users (BIS-748P-B) box will be checked if you have ertered more than one end
user. Users can not edit thisfield directly.

Check the BIS-711 box if you are submitting a BIS-711 with this application.

Check the Import/End User Certificate box if you are submitting such a certificate with
this application.

Check the Technical Specification box if you are submitting descriptive literature,
brochures, technical specifications, etc. with this application.

Check the Letter of Explanationbox if you are submitting a letter with additional
information and explanation about this application.

Check the Foreign Availability box if you are submitting an assertion of foreign
availability with this license application. See part 768 of the EAR for instructions on
foreign availability submissions.

If you check the Other box, provide a brief description for the document type being
submitted with this application

Documents on file with applicant (section 7)

By checking any of the boxes in this section, you are certifying that you have retained on
file al applicable documerts as required by the provisions of part 748 of the EAR.
Document types which may be checked are: BIS-711, Letter of Assurance, |mport/End
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User Certificate, Nuclear Certification, and Other.
If you check the Other box, provide a brief description for the document type.

The Document Check List subform also contains the following control:

Click on the Save Draft button to save the changes made to all subforms of this Work
[tem.

Note: Clicking SaveDraft does not submit the Work Item for final review; it only saves
the changes made to this Work Item so that you can resume editing later.

553 License Information subform

The License Information (Figure 5-17) subform contains various details about the license itsalf.

Document Checklist —
License Information =
9. Special Purpose &
10. Resubmission ACN [ J
11. Replacement License Number [Z]
13. Import Certificate Country (2] IPIease Select j
Import Certificate Number
Save Draft
Applicant Information* &
I

Figure5-17. Edit Work Item Screen (License Information)
Special Purpose

Enter information in this field for certain items or types of transactions only if
specifically required in Supplement No. 2 to Part 748 of the EAR.

Resubmission ACN

If your original application was Returned Without Action (indicated by an ECASS status
of “RWA?"), provide the Application Control Number (ACN). This does not apply to
Work Items returned for additional information which have a SNAP-R status of
SUBMITTED or REJECTED. Thisfield is not applicable to Commodity Classification
Requests

Replacement License Number

If you have received a license for identical items to the same ultimate consignee, but
would like to make a modification that is not excepted in Section 750.7c of the EAR, to
the license as originally approved, enter the original license number and compl ete the rest
of the form parts that are applicable. Thisfield is not applicable to Commodity
Classification Requests
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Previous License Number

Enter the License number, License exception symbol (for exports under General
Licenses, enter the appropriate General license symbol), or author authorization under
which the items were originally exported, if known. Previous License Number isonly
applicable to Re-Export License Applications and will only be displayed for them.

Import Certificate Country

From the drop-down list, sel ect the name of the country of the Import or End User
Certificate obtained in accordance with provisions of Part 748 of the EAR. Thisfield is
not applicable to Commodity Classification Requests

Import Certificate Number

Enter the number of the Import or End User Certificate obtained in accordance with
provisions of Part 748 of the EAR. Thisfield is not applicable to Commodity
Classification Requests

The License Information subform also contains the following control:

Click on the Save Draft button to save the changes made to all subforms of this Work
[tem.

Note: Clicking Save Draft does not submit the Work Item for final review; it only saves
the changes made to this Work Item so that you can resume editing later.

554 Applicant Information subform

This Applicant Information subform (Figure 5-17) contains information about the Applicant
Company. Thisinformation was submitted to BIS when the company applied for access to the
SNAP/SNAP-R system. If the user who created the Work Item is afirst party user filing on
behalf of hisTher own company, the form will be populated with the exporter information on file
with BIS,

License Information =
e
Applicant Information* & =
* Required field
14. CIN (Applicant [D}*

Applicant™

Address Line 17

Address Line 2

City™

State/Province™ (Required for US address)

Postal Code™

Country* |UNITED STATES |

EIN [ ]

Save Draft
Other Party Information B [
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Figure5-18. Edit Work Item Screen (Applicant I nformation)
CIN (required)

Enter the applicant company’ s Company Identification Number (CIN) assigned by BIS.
Not editable for first-party submissions.

Applicant (required)
Enter the applicant company’ s complete name.
Address Linel (required)

Enter the applicant company’ s address. Please note that PO Box addresses are not
acceptable.

AddressLine?2

Enter the second line of the applicant company’s address here if needed. Please note that
PO Box addresses are not acceptable.

City (required)
Enter the applicant company’ s city.
State/Province (required only for US addresses)

If the other party’ s address is outside the United States (and territories), enter the
applicant’ s province or state in the field. If the other party’ s addressis in the United
States, first select go to the Country field and select “UNITED STATES’. Thiswill
cause the State/Province field to become a drop down list. Select the State or territory in
the US.

Postal Code

Enter the applicant company’s zip code or postal code.
Country (required)

Select the applicant company’ s country from the drop-down box.
EIN

Enter the applicant company’ s Employer Identification Number (EIN).

The Applicant Information subform also contains the following control:

Click on the Save Draft button to save the changes made to all subforms of this Work
Item.

Note: Clicking Save Draft does not submit the Work Item for final review; it only saves
the changes made to this Work Item so that you may resume editing later.
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555 Other Party Information subform

The Other Party Informationsubform (Figure 5-19) contains information about the other party
authorized to receive the license. Complete this subform if you would like BIS to transmit the
approved licerse to another party designated by the applicant. If the current user is from athird
party filing on behalf of aclient, this form will be populated with the third party information on
file. Designation of another party to receive the license does not alter the responsibilities of the
applicant.

Note: Other party information is not applicable to Commodity Classification Requests.

Applicant Information* &
|
Other Party Information =
* Required field {only if entering an Other Party). Otherwise leave blank.
15. Other Party ID [ ]

Other Party® ’—

Address Line 1* ’—

Address Line 2 l—

City* l—

State/Province® (Required for US address) ’—

Postal Code™ ’—

Country* IPIease Select j

Telephone or Fax™ l—

Save Draft

Purchaser Information =i

Figure5-19. Edit Work Item Screen (Other Party Information)

Other Party ID (required if you are filling out this subform)

Enter the other party’s Company Identification Number (CIN) assigned by BIS. Not
editable for third-party submissions.

Other Party (required if you are filling out this subform)

Enter the other party’ s complete name.
AddressLine 1 (required if you are filling out this subform)

Enter the other party s address. Please note that PO Box addresses are not acceptable.
AddressLine2

Enter the second line of the other party’s address here if necessary. Please note that PO
Box addresses are not acceptable.

City (required if you are filling out this subform)
Enter the other party’ s city.
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State/Province (required only for US addresses)

If the other party’s address is outside the United States (and territories), enter the
applicant’ s province or state in the field. If the other party’'s addressisin the United
States, first select go to the Country field and select “UNITED STATES’. Thiswill
cause the State/Province field to become a drop down list. Select the State or territory in
the US.

Postal Code

Enter the other party’ s postal code or zip code.
Country (required if you are filling out this subform)

Select the other party’ s country from the drop-down box.
Telephone or fax

Enter the other party’ s full telephone or facsimile number.

The Other Party Information subform aso contains the following control:

Click on the Save Draft button to save the changes made to all subforms of this Work
[tem.

Note: Clicking Save Draft does not submit the Work Item for final review; it only saves
the changes made to this Work Item so that you may resume editing later.

55.6 Purchaser Information subform

The Purchaser Information subform (Figure 5-20) contains the purchaser’ s contact information.
Refer to Section 748.5(c) of the EAR for a definition of “purchaser”. The purchaser isthe
person abroad who has entered into the transaction to purchase an item for delivery to the
ultimate consignee. In most cases, the purchaser is not a bank, forwarding agent, or
intermediary. The purchaser and ultimate consignee may be the same entity. You are required
to fill out this subform unless the purchaser is aso the ultimate consignee; if that is the case, fill

out the Ultimate Consignee Information subform further down the screenand leave this subform
blank.

Note: Leavefields blank if unused. Do not enter “ N/A” into any of the fields.

Note: Purchaser information is not applicable to Commodity Classification Requests.
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Other Party Information -
|
Purchaser Information =
* Required field (only if entering a Purchaser). Otherwise leave blank.
16. Purchaser* ’—

Address Line 1* ’—

Address Line 2 ’—

City™ l—

Postal Code ’—

Country® IPIease Select j

Telephone or fax ’—

Save Draft

Intermediate Consignee Information B

Figure5-20. Edit Work Item Screen (Purchaser Infor mation)
Purchaser (required if you are filling out this subform)
Enter the purchaser’s complete name.
AddressLine 1 (required if you are filling out this subform)
Enter the purchaser’s address. Please note that PO Box addresses are not acceptable.
AddressLine2

Enter the second line of the purchaser’s address here if necessary. Please note that PO
Box addresses are not acceptable.

City (required if you are filling out this subform)
Enter the purchaser’s city.
Postal Code
Enter the purchaser’ s postal code.
Country (required if you are filling out this subform)
Select the purchaser’s country from the drop-down box.
Telephone or fax
Enter the purchaser’s full telephone or facsimile number.
The Purchaser Information subform also contains the following control:

Click on the Save Draft button to save the changes made to all subforms of this Work
[tem.

Note: Clicking Save Draft does not submit the Work Item for final review; it only saves
the changes made to this Work Item so that you may resume editing later.
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55.7 I ntermediate Consignee I nformation subform

The Intermediate Consignee Informationsubform (Figure 5-21) contains the intermediate
consignee’ s contact information. Refer to Section 748.5(d) of the EAR for a definition of
“intermediate consignee”. The intermediate consignee is the person that acts as an agent for a
principa party in interest and takes possession of the items for the purpose of effecting delivery
of the items to the ultimate consignee. The intermediate consignee may be a bank, forwarding
agent, or other person who acts as an agent for aprincipal party ininterest. If your proposed
transaction involves the use of more than one intermediate consignee, information for each
additional intermediate consignee should be supplied in the Additional Information Subform
(BIS-748P Multi-purpose Form Block 24). If your proposed transaction does not have an
intermediate consignee, leave the entire subform blank.

Note: Leave fields blank if unused. Do not enter “ N/A” into any of the fields.

Note Intermediate Consignee information is not applicable to Commodity Classification
Requests.

Purchaser Information =
|
Intermediate Consignee Information & =
* Required field (only if entering an Intermediate Consignee). Otherwise leave blank.
17. Intermediate Consignee™ ’—

Address Line 1* ’—

Address Line 2 ’—

City*® l—

Postal Code ’—

Country™ IPIease Select j

Telephone or Fax l—

Save Draft

Ultimate Consignee Information* B o

Figure5-21. Edit Work Item Screen (Intermediate Consignee | nfor mation)
I ntermediate Consignee (required if you are filling out this subform)
Enter the intermediate consignee’ s complete name.
AddressLine 1 (required if you are filling out this subform)

Enter the intermediate consignee’s address. Please note that PO Box addresses are not
acceptable.

AddressLine?2

Enter the second line of the intermediate consignee’ s address here if necessary. Please
note that PO Box addresses are not acceptable.

City (required if you are filling out this subform)

Enter the intermediate consignee’ s city.

522
Property of The United States Government, Department of Commer ce, Bureau of Industry and Security



SNAP Redesign V1.0 Exporter User Manual

Postal Code
Enter the intermediate consignee’ s postal code.
Country (required if you are filling out this subform)
Select the intermediate consignee’'s country from the drop-down box.
Telephone or fax
Enter the intermediate consignee’s full telephone or facsimile number.
The Intermediate Consignee Information subformalso contains the following control:

Click on the Save Draft button to save the changes made to all subforms of this Work
[tem.

Note: Clicking SaveDraft does not submit the Work Item for final review; it only saves
the changes made to this Work Item so that you may resume editing later.

5.5.8 Ultimate Consignee I nformation subform

The Ultimate Consignee Information subform (Figure 5-22) contains the ultimate consignee’s
contact information. It must be completed if you are submitting a license application. The
ultimate consignee is the party who will actually receive the material for the end use specified in
the End Use Information Subform. The ultimate consignee is the principa party in interest
located abroad who receives the exported or re-exported items. Refer to Section 748.5(e) of the
EAR for a definition of “ultimate consignee”. A bank, freight forwarder, forwarding agent, or
other intermediary may not be identified as the ultimate consignee. Government purchasing
organizations are the sole exception to this requirement. This type of entity may be identified as
the government entity that is the actual ultimate consignee in those instances when the items are
to be transferred to the government entity that is the actual end user, provided the actual end use
and end user are clearly identified in the End Use Information subform.

If your application is for the re-export of items previously exported, enter the new ultimate
consignee's complete information into the form (PO Boxes are not acceptable). If your
application involves a temporary export or re-export, the person or company entered here should
be the ultimate consignee in care of (i.e., § ) aperson or entity who will have control over the
items abroad.

Note Ultimate Consignee information is not applicable to Commodity Classification Requests.

Note: If there is more than one ultimate consignee, information for each additional ultimate
consignee should be supplied in the Additional Information subform.

Note: Leave blank if unused. Do not enter “ N/A” into any of the fields.
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Intermediate Consignee Information H
Ultimate Consignee Information* B
* Required field
18. Ultimate Consignee® ’—

Address Line 1* ’—

Address Line 2 ’—

City™ l—

Postal Code ’—

Country*® |Please Select j

Telephone or Fax ’—

Save Draft

End User Information B =

Figure5-22. Edit Work Item Screen (Ultimate Consignee I nfor mation)
Ultimate Consignee (required if you are filling out this subform)
Enter the ultimate consignee's compl ete name.
AddressLine 1 (required if you are filling out this subform)

Enter the ultimate consignee’s address. Please note that PO Box addresses are not
acceptable.

AddressLine?2

Enter the second line of the ultimate consignee’ s address here if necessary. Please note
that PO Box addresses are not acceptable.

City (required if you are filling out this subform)
Enter the ultimate consignee’ s city.
Postal Code
Enter the ultimate consignee’ s postal code.
Country (required if you are filling out this subform)
Select the ultimate consignee's country from the drop-down box.
Telephone or fax
Enter the ultimate consignee’s full telephone or facsimile number.
The Ultimate Consignee Information subformalso contains the following control:

Click on the Save Draft button to save the changes made to all subforms of this Work
[tem.

Note: Clicking Save Draft does not submit the Work Item for final review; it only saves
the changes made to this Work Item so that you can resume editing later.
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559 End User Information subform

The End User Information subform (Figure 5-23) is used to enter the contact information for a
single end user, or for multiple end users. Only complete this subform if the ultimate consignee
previoudy specified is not the end user. The end user is the person abroad that receives and
ultimately uses the exported or re-exported items. The end user is not a forwarding agent or
intermediary, but may be the purchaser or ultimate consignee. Multiple end users may be
entered separately (instructions below) and previously added end users, if any, will appear
below.

Note End User information is not applicable to Commodity Classification Requests.

Note You are no longer required to attach documentation for multiple end users as supporting
documents for a Work Item (previously referred to as BIS-748P-B). All end users may be
entered on the End User Information subform. Upon entering an end user, the form will
automat ically check the checkbox corresponding to the BIS-748P-B under Document Submitted
With Application. You do not need to submit any BIS-748P-B documents for end usersif you fill
out the End User Information subform.

Ultimate Consignee Information* B -
End User Information B =
Enter information for a new End User
* Required field (only if entering an End User). Otherwise leave blank.
19. End User* ’—

Address Line 1* ’—

Address Line 2 ’—

City* l—

Postal Code ’—

Country™ IPIease Select j

Telephone or Fax l—

Add End User

specific End Use* -

Figure5-23. Edit Work Item Screen (End User Information)
End User (required if you are filling out this subform)
Enter the end user’ s complete name.
AddressLine 1 (required if you are filling out this subform)
Enter the end user’s address. Please note that PO Box addresses are not acceptable.

AddressLine?2

Enter the second line of the end user’s address here if necessary. Please note that PO Box
addresses are not acceptable.
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City (required if you are filling out this subform)
Enter the end user’ s city.

Postal Code
Enter the end user’s postal code.

Country (required if you are filling out this subform)

Select the end user’ s country from the drop-down box.

Telephone or fax
Enter the end user’s full telephone or facsimile number.

The End User Information subform contains the following controls:

Add End User

The Add End User button is used to save information added in this subform. Once you
have completed entering information about a user, click on the Add End User button to
save the information about that user. Make sure you have entered the full and correct
information about this user, as you will not be able to edit the end user information once
it has been saved. If you need to correct or add information about an end user, you will
have to delete (see below) and re-enter it. Saving the end user will create alist at the
bottom of the End User Information subform and add this end user to the list (Figure 5-
24).

Ultmate Consignes information” B El ]

End User Infarmation B

Enter information for & new End User
* Recured field fonly £ antering an End User). Cihermise ke blank
19, End Usar" [
Addracs Ling 1* |
Adckess Ling 2 |
City” |
Po=tal Code |
Courtry IF"IHH Salect j
Telephorne of Fax [—
Add End Lisar
End Ukser List
End Usar  Addrass Line 1 Address Line 2 Cley Country  Paostal Cade Talaphona or Fax N
Jobr Black 25 Cosstal Road Barbuda City ~ AG 48P 158 m|
| wish b0 remone an End Usar, ehack the comesponding bex and clic zkeda” hutton
Delale |

| speccenavee G}

Figure5-24. Edit Work Item Screen (End User Information with List)
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Delete

Once an end user has been saved, aDelete button is also available. 1f you wish to delete
apreviously added end user, click on the checkbox next to the end user’s name (so that a
check mark appears in the previously empty box) and click the Delete button. Thisisan
irreversible action; once you delete an end user from the form, you will have to re-enter
the information for that end user if you want to add them back to the form.

Note: Both the Add End User and Delete buttons also save the changes made to all
subforms of this Work Item (the same function as the Save Draft button on most of the
other subforms. Neither button submits the Work Itemfor final review; they only save the
changes made to this Work Item so that you may resume editing later.

5.5.10 Original Ultimate Consignee Information subform

The Original Ultimate Consignee Informationsection (Figure 5-25) contains the information
about the ultimate consignee specified in the original Export License Application.

This subformis available and mandatory for Re-Export License Applications only.

End User Information -
Original Ultimate Consignee Information* @
* Required field
20. Onginal Ultimate Consignee® l—

Address Line 1* l—

Address Line 2 l—

City* l—

Postal Code l—

Country™ IPIease Select j

Telephone or Fax l—

Save Draft
Specific End Use*
=1

Figure5-25. Edit Work Item Screen (Original Ultimate Consignee I nfor mation)
Original Ultimate Consignee (required)
Enter the original ultimate consignee’s complete name.
AddressLine 1 (required)

Enter the original ultimate consignee’s address. Please note that PO Box addresses are
not acceptable.

AddressLine?2

Enter the second line of the origina ultimate consignee’s address here if necessary.
Please note that PO Box addresses are not acceptable.
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City (required)
Enter the origina ultimate consignee’s city.
Postal Code
Enter the original ultimate consignee’s postal code.
Country (required)
Select the original ultimate consignee’s country from the drop-down box.
Telephone or fax
Enter the origina ultimate consignee’s full telephone or facsimile number.
The Origina Ultimate Consignee Information subform contains the following control:
Click on the Save Draft button to save the changes made to all subforms of this Work Item.

Note: Clicking Save Draft does not submit the Work Item for final review; it only saves the
changes made to this Work Item so that you may resume editing later.

55.11 Specific End Use subform

The Specific End Use subform (Figure 5-26) allows you to enter complete detalls of the end use
intended by the ultimate consignee and/or end user(s). If you are requesting approval of are-
export, provide a complete and detailed description of the end- use intended by the new ultimate
consignee or end- user(s) and indicate any other countries for which resale or re-export is
requested.

This subform s not applicable to Commodity Classification Requests

End User Information B =
specific End Use* =
=]

21. Specific End Use*

Save Draft

Export Item Information* B

Figure5-26. Edit Work Item Screen (Specific End Use)

Provide a complete and detailed description of the intended end-use. Be specific. Such vague
descriptions as “research’, “manufacturing”, or “scientific uses” are not acceptable. The text you
enter must be 1440 characters or less. If you need more than 1440 characters to describe the
End Use, you may create a document, convert it to PDF and attach it to the application (see
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Section 6.1, for more information on attaching documents to Work Items).
The Specific End Use subform contains the following control:

Click on the Save Draft buttonto save the changes made to all subforms of this Work Item.

Note: Clicking Save Draft does not submit the Work Item for final review; it only saves the
changes made to this Work Item so that you may resume editing later.

55.12 Export Item Information subform

The Export Item Informationsubform (Figure 5-27) is used to enter the details for a single export
item, or multiple export items. This form must be filled out for every item to be exported.

All export items may be entered on the Export Items Information Subform. You are no longer
required to attach documentation for multiple export items as supporting documents for a Work
Item (previoudly referred to as BIS-748P-A). Upon entering an export item, the form will
automatically check the checkbox corresponding to the BIS-748P-A under Document Submitted
With Application. You do not need to submit any BIS-748P-A documents for export items if
you fill out the Export Items Information Subform.

Note: If you are completing a Commodity Classification Request, you need not supply Quantity,
Units, Unit Price, or Total Price.

Specific End Use*
|
Export Item Information* B =
Enter information for a new Export ltem
22. a ECCN* [Flease Select§]
b. CTP(9999.9) [ ]
¢ Model Mumber ’—
d. CCATS Number [ ]
e. Quantity® ’D—
f Units [each
g. Unit Price ’—
h_ Total Price” ’DD—
i. Manufacturer ’—
H
j- Technical Description®
= o
Add Export ltem
Total Application Dollar Value .

Figure5-27. Edit Work Item Screen (Export Item Information)
ECCN (required, except for Commodity Classification Requests)

Select the Export Control Classification Number (ECCN) that corresponds to the item
you wish to export from the drop-down box. Please refer to part 774 Supplement No.1—
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the Commerce Control List in the EAR for alisting of ECCNs

For Commodity Classification Requests, you may provide arecommended classification
by selecting from the list here. You must justify this recommendation in the Additional
Information subform.

CTP

If this application involves adigital computer or equipment containing a digital computer
as described in Supplement No. 2 to Part 748 of the EAR, this information must be
supplied. Instructions on calculating the Composite Theoretical Performance (CTP) are
contained in atechnical note at the end of Category 4 in the Commerce Control List
(CCL).

Model Number
Enter the Product Name or Model Number for the item(s).
CCATS Number

If the Exporter has received a classification for this item from BIS, provide the
Commerce Classification and Tracking System (CCATS) number shown on the

classification issued by BIS.
Quantity (required)

|dentify the quantity to be exported. If the "unit" for an item is “$ value”, enter the
guantity in units commonly used in trade. O (zero) is not alowed.

Note: Quantity is not applicable to Commodity Classification Requests.

Units

Provide the unit of measurement such as “each”, “pounds’, “tons’, etc. The “Unit”
paragraph within each ECCN will list a specific “Unit” for those items controlled by the
entry. The “Unit” must be entered on all license applications submitted to BIS. If an
item is licensed in terms of “$ value’, the unit of quantity commonly used in trade must
also be shown on the license application. This may be left blank on license applications
only if the “Units’ for the ECCN entered for this export item is shown as “N/A” on the
CCL.

Note: Unitsis not applicable to Commodity Classification Requests.
Unit Price

Provide the fair market value of the item to be exported in U.S. dollars. SNAP-R will
automatically round all prices to the nearest whole dollar. If normal trade practices make
it impractical to establish a firm contract price, state in the Additional Information
Subform (below; BIS-748P Multi-purpose Form Block 24) the precise factors upon
which the price is to be ascertained and from which the contract price may be objectively
determined. If the Unit Priceis less than $0.50, state the amount in Additional
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Information. Do not enter “N/A”.

Note: Unit Priceis not applicable to Commodity Classification Requests.
Total Price (required)

Provide the total price of the item(s) described in U.S. dollars.

Note: Total Priceis not applicable to Commodity Classification Requests.
Manufacturer

Provide the name of the manufacturer, if known.
Technical Description (required)

Provide a description of the item to be exported. When necessary to identify the specific
item, provide details that include all characteristics or parameters using the identified
measurements in the applicable ECCN (e.g., basic ingredients, composition, electrical
parameters, size, gauge, grade, horsepower, etc.). These characteristics must be
identified for the items in the proposed transaction when they are different from the
characteristics described in promotional brochure(s). Thisfield islimited to 250
characters.

The Export Item Information subform contains the following controls:
Add Export Item

The Add Export Item button is used to save information added in this subform. Once
you have completed entering information about an export item, click the Add Export

| tem button to save the information about that item Make sure you have entered the full
and correct information about this export item, as you will not be able to edit the item
information once it has been saved. |If you need to correct or add information about an
item, you will have to delete (see below) and re-enter it. Saving the item will create alist
at the bottom of the Export Item Information subform and add this item to the list (Figure
5-28).
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L it [ =
b, CTF(35 4) | |
& G P '
{ Unia |Nc'1 |
g. Unit Pnca |
Total Phcs® |£| 0 |
Wlanufacturer |
- |
i Technical Descriplion®
H
Add Export k2m
Export tem List
Export em #1 T
|l ECCM | CTIP {ch Model Mumber fd} CCATS Humiber
Qg2
() Quandity |0 Uit ) Unit Price {h) Tixtial Price () Kansfachmer
3 eath 500,00 $1.500.00
[1iTechnical Description -
Typa B ‘Widget
] port it I k t
Delale
L]

Figure5-28. Edit Work Item Screen (Export Item Information with List)

Delete

Once an export item has been saved, a Delete button is also available. If you wish to
delete a previously added export item, click on the checkbox above the export item (so
that a check mark appears in the previously empty box) and click the Delete button. This
isanirreversible action; once you delete an export itemfrom the form, you will have to
re-enter the information for that export itemif you want to add it back to the form.

Note: Both the Add Export Itemand Delete buttons also save the changes made to all
subforms of this Work Item (the same function as Save Dr aft on most of the other
subforms. Neither button submits the Work Item for final review; they only save the
changes made to this Work Item so that you may resume editing later.
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The Commodity Classification Request Edit Export Item screen (Figure 5-29) differs from that
used for other Work Items:

Applicant Information” B

Export ltems* B
Entar information for & new Export Itam

¥2. a ECCHN |F‘|aa's=.l $E§G".-I§-

b. CTR|Z99.5) [

¢ Model Mumber [ 5

d. CCATS Mumbes
I Manufacturer

=
|- Technical Description®

=

Add Expart llem

Fyou wish 10 remave an Export kem. check the conespending box and click “Delete” button
Export Mem 81 [
[a] ECCH B TR (o) Model Humber (i CCATS Humber it Manidactuner
Type B Widget e
[IiTechnical Descrption
Atype B widget s used 1o,

Dalata

Additional Information B

1]

Figure5-29. Edit Work Item Screen (Export Item Information for CCR)

5.5.13 Total Application Dollar Value subform

This subform (Figure 5-30) contains the total dollar value of the entire Work Item Itis
automatically computed by SNAP-R from the all items added to the Export Item Information
subform and displayed here. It cannot be directly edited.

[ |
Export Item Information*
Total Application Dollar Value
23. Total Application Dollar Value $1.500.00 i

Additional Information B

Figure5-30. Edit Work Item Screen (Total Application Dollar Value)

Note: Total Dollar Value is not applicable to Commodity Classification Requests.

55.14 Additional I nformation subform

Enter Additional Information pertinent to the application as required by the EAR into this
subform (Figure 5-31). Include special certifications, names of interested parties not disclosed
elsewhere, explanation of documents sent by mail, etc. Do not include information concerning
item ECCNs, etc. in this space (unless thisis a Commodity Classification request). If this
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application represents a previously denied application, the applicant must provide the application
control number (ACN) for the original application.

If you are submitting a Commodity Classification Request and you are asking BIS to classify
your product, use this space to explain why you believe the ECCN selected in the Export Item
Information Subform for your product is appropriate. This explanation must contain an analysis
of theitem in terms of the technical control parameters specified in the appropriate ECCN. [f
you do not identify a recommended classification in the Export Item Information Subform, you
must state the reason you cannot determine the appropriate classification, identifying any
ambiguities or deficiencies in the regulations that precluded you from determining the correct
classification.

=

Total Application Dollar Value
Additional Information B =
|
24. Additional Information
;I J
Save Draft
Documents attached to application |

Figure5-31. Edit Work Item Screen (Additional I nformation)

Note Thisfield islimited to 1440 characters. If you need more than 1440 characters for
Additional Information, you may create a document, convert it to PDF and attach it to the
application (see Section 6.1, for more information on attaching documents to Work Items).

The Additional Informationsubform contains the following control:

Click on the Save Draft button to save the changes made to all subforms of this Work Item.

Note: Clicking Save Draft does not submit the Work Item for final review; it only saves the
changes made to this Work Item so that you may resume editing later.
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5.5.15 Documents attached to application subform

For your convenience, alist of supporting documents currently attached to the work item is also
displayed on this screen (Figure 5-32).

Additional Information B

Documents attached to application

To upload a new supporting document or view or delete attached supporting documests: View and Manage Supporting Documents [

Title Author Type
There are no documents attached.
Please remember to Save Draft before leaving this form to avoid losing work
Save Draft | Check For Errors | Preview Work ltem to Submit |

Figure5-32. Edit Work Item Screen (Documents Attached)
The Documents attached to application subform contains the following control:

Click on View and M anage Supporting Documents link go to the Manage Documents
screen.

Note Once a Work Item has been submitted, you will no longer be able to attach supporting
documents to your Work Item, and you will only be able to View Supporting Documents. The
Delete, Search Documents for Reuse, and Upload Supporting Document functionality will no
longer be present. After submission, you will no longer be able to manage supporting
documents, but you can still View Supporting Documents by clicking the link on the View Work

Item page.

5.5.16 Attaching a document to a Work Item

Before you can add any documents, they must be in PDF (portable document format) format.
Documents of many types may be converted to this format using programs such as Adobe®

Acrobat®.

Documents are first uploaded into SNAP-R, where they may be used to support one or more
Work Items by attaching them to those item(s). To attach documents to an existing work item,
from the bottom of View Work Item page, click on View and Manage Supporting Documents
The Manage Documents screen will be displayed. See Section 6.1 below for further information
on uploading documents and attaching them to Work Items.
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55.17 Reviewing the application

At the bottom of the Edit Work Item screen (Figure 5-33), below the final solid bar, there are
three controls:

e b amaaars pp

There are no documents attached.

Please remember to Save Draft before leaving this form to avoid losing work

Save Draft | Check For Errors | Preview Work ltem to Submit | |

Figure5-33. Edit Work Item Screen (Reviewing the Application)
Save Dr aft

Click on the Save Draft button to save the changes made to all subforms of this Work
[tem.

Note: Clicking Save Draft does not submit the Work Item for final review; it only saves
the changes made to this Work Item so that you may resume editing later.

Check For Errors

If you have finished al work on the Work Item, clicking on Check for Errors button will
check for any errors on the work item without submitting it.

SNAP-R does not check for al errors that may occur. For example, if you checked
documents to include with your application in the Document Checklist, SNAP-R does not
check to make sure that you have attached the correct documents to the Work Item.

Preview Work Item to Submit

If you are ready to submit a Work Item, you may click on Preview Work Item to Submit
button. Thiswill run an error check on the draft work item and if no errors are found,
give you alast change to preview the work item in the Preview Work Item screen before
submitting it to BIS. This button isonly available if the Work Item has not been
submitted and the user has submit rights to the Work Item. While reviewing the Preview
Work Item screen, if you want to return to the Work Item to edit it further, click on Edit
Work Item to return to the Edit Work Item screenwhere further changes can be made to
the work item. This feature is described in detail in the following section).

Note: Submitting a Work Itemto BISisan irrevocable act that disables any future
editing of the Work Item.

55.18 Preview Work Item

The Submit Work Item screen (Figure 5-34) allows you to review the Work Item prior to
submission. It contains the same information as the Edit Work Item and View Work Item
screens. In this screen none of the fields are editable. Please refer to the Edit Work I1tem screen
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(Section 5.5) for a definition of al the fields on the Submit Work Item screen

Export License Appication Ll J
Reference Humoer ERS1111 Statis ORAFT

Submit Export License Application

Ta grant or deleb= nghts to oihers to view, edit, or submit this YWork Hd

Cantact information

Refarence Mumbart|A545595) FES1111
1. Contact Person (First, Last)" S [
Z, Telephore Number® (033-003-208%) SE5-6E5-1212
1, Fat Nurnber (955-599-58595) EER-S55-12M l
Emai sy haslifjcococo. com
4. Cresfion Date SAE
5, Type OF Application Expoit License Application ’

Document Checklist

6. Documerts submitied with appication (3 7. Documents on file with applicam [
=] Export ltema (BIS-748P-4) [ (-] BIZ-T11

E Erd Usars {BIS-T48P-B) @ =] Letier of Assurance

F BIE-311 (1) Impot/End-Usar Cartrdicats
= e E e | lmmr = mebfim mies = - e £ b m i

Figure5-34. Submit Work Item Screen (Top)
The Submit Work Item screen contains the following controls:

Print-Friendly View

In the top section of the screen, on the right side, isalink labeled Print-Friendly View.
Clicking on the Print-Friendly View link will open anew browser window containing all

of the information on the screen in black and white and formatted for easy printing from
your browser.

Manage User Rights

Just above the Contact Information subform, there is a Manage User Rights link. Click
the Manage User Rightslink to grant (or revoke) rights to other users for this Work Item
(if you are the Work Item owner or have admin rights. Y ou can permit them to view,

edit, and/or submit this Work Item (see Section 5.9 for further information about User
Rights).

View and M anage Supporting Documents

The View and Manage Supporting Documents link in the Documents attached to
application subform functions the same way as the identical link in the Edit Work Item
screen described above (Managing Documents is covered in Section 6.2).

If there are any document(s) in the list, there will be two links associated with them.
Clicking on the document Titlewill display the Supporting Document Summary screen.

Clicking on View Document will display the supporting document in a separate window
if you have a PDF viewer such as Adobe® Reader® on your computer.

537
Property of The United States Government, Department of Commer ce, Bureau of Industry and Security



SNAP Redesign V1.0 Exporter User Manual

I SHI - |
{83 Cunnmry 1M Uit {0 Unit Price (1) Tl Price §il Manufaciurer
24 each 51,000.00 324.000.00

§i|Techmcal De=crpbon

Typa C Widgets

Tatal Applicaticn Doliar Value

¥5. Total Application Ciollar Valug £24 00600

Addtional Information

M, Addtional Information

Documents attached to application
To uplosd & new suppoming decument of viess of delete Alached supporting documents( Vies and Mansge Suppoding Decurments [

Tila Author

Technical Spechcation for Type A Widosl Tech. Spacs View Documant
tesl fi= . ik View Document
EditWorkiem | Submi|  Rebmio Workhem List | i|

Edit Work Item
Clicking on the Edit Work 1tem will display the Edit Work Item page.
Submit

Clicking on the Submit button will submit this Work Itemto BIS. The Signature and
Submission Form will be displayed to alow the user enter signer information. This
process is described in greater detail below in Section 5.8.

Return to Work Item List

Clickingon the Return to Work Item List will display the list of Work Items without
submitting the current Work Item. It will still be available for additional edits until it is
submitted.
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5.6 Delete Work Item

To delete aWork Item that has not been submitted, go to the Edit Work Item screen (Figure 5-
35) for the Work Item you wish to delete (see Edit Work Item, Section 5.5 for instructions on
how to navigate to the Edit Work Item screen). Above the Contact Information subform, thereis
aDédete Work Item link.

SHAP-F Howe Export License Apgication BIS-T48P

SeRERIEA Tt Ty Referance Number EKS1143 Status: DRAFT
LET WoRK MERS

Seanch Work ITens Edit Export License Application
Oramcd DocurerTs

VEW MEESAGES Pleasa click Save Draly s Irtetqed work. Required felds are marked with an asteriek (") The numbers [ resxt 10 the felds are
Makace Lsen Paose |0l for reference to the(pa ion of ths fgm and do nod need bo ks considensd to complete 1his application

s vars
Sdaic 1

HELp To dalata this Waork kem™ B
LT To grard or delete rights to olbers toview, adil or submi this Work lem- Mersge User Rights 51
[ Collapse all |
Refamnce Humber®(tA05200) (5 EKZ1113
1. Comlact Pereon (Firel, Last)™ [
7, Telephona Mumbar® (399-995-9399) [ReEss-iziz
3. Fax Murnber (399-500-5095) [esEss-1224
Email A |lﬁ5yh'ealﬁ=wc.oc.n com
4 Mroatian Maka 7 LRkl

Figure5-35. Edit Item Screen (Top)

Clicking onthe Delete Work Item link will display a Delete Item Query Box (Figure 5-36)
asking you if you are sure you want to delete this work item.

Figure5-36. Delete Item Query Box

Clicking OK will delete the current Work Item permanently from SNAP-R. Clicking Cancel
will return you to the Edit Work Item screen.

Important: The deletion isirreversible, and it can only be done while this Work Item is editable
(the Work Item has not been SUBMITTED and the user has the right to delete the Work Item).

5.7View Work Item

The View Work Item screen (Figure 5-37) contains the same information as the Edit Work Item
screen, except the information is not editable. Please refer to the Edit Work Item section
(Section 5.5) for a definition of all the fields on the View Work Item screen, keeping in mind that
on this overview form you cannot edit the fields.

Work Items will be displayed in the View Work Item screeneither if the Work Item has been
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successfully submitted to BIS, or if the user only has view rights to the Work Item.
There are several ways to navigate to the View Work Item page.

From the navigation bar, click on the List Work Items link to display alist of all Work
Items you have accessto. Click on the appropriate Reference Number link to view it in
the View Work Item screen

From the navigation bar, click on Search Work Itemsto search for aWork Item.
Complete the search from ard submit it. After the results are displayed, click on the
appropriate Reference Number link to view its View Work Item screen

From the navigation bar, click on SNAP-R Home or View Messages link to view alist of
messages sent by BIS that are awaiting your attention. Each message is associated with a
Work Item; click on the message title and then the Work Item’ s Reference Number to
view its View Work Item screen

You may aso view Work Items by clicking on either the Reference Number link or the
Back to Work Item link found throughout the application. These links are provided
whenever you are viewing modifying some component of a Work Item, such as
documents, requests, validations, or acknowledgements.

Eqort License Apication BiS-T4EP J

Reference Number EKS1911 Status: ACCEPTED “

Contastinfermaiion”
Rafeences Humber*{AA40050) EK=1111
1. Coniaci Person (Firsi, Last)” KIRSTEN EYLVESTER
i. Telephora Mumbar® (993-833-3938) BRE-E§5-1213
3. Faw Humber (399.999.9533) BH5.55E. 1234
Email keyiveslifjcocoon com
4. Craation Data Brana
5. Typa OF Appication Export Licanse Application
Submizsion Data b g B e o]
6. Documens submitied wath application X 7. Documents on file with applicant B
=4 Espoit Items (BIS-T45P-A) F [ | H3-T11
= End Lisars (BIS-T48P-B) [ E Letter of Ansurance
= AT = It 4 Fnallaar Cadifirata

Figure5-37. View Work Item Screen (Top)
Features of the View Work Item Overview that do not exist on the Edit Work Item form include:
Printer-Friendly View

In the top section of the screen, on the right side, isalink labeled Print-Friendly View.
Clicking on the Print-Friendly View link will open a new browser window containing all
of the information on the screen in black and white and formatted for easy printing from
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your browser.
View Acknowledgements

Above the Contact Information subform, isa View Acknowledgements link. Clicking on
the Acknowledgements link will display the Acknowledgements screen which lists any
Acknowledgements, Messages, or Validations for this Work Item. From the
Acknowledgements screen you may view the text of the Acknowledgement or return to
the Work Item.

View Requests

Above the Contact Information subform, isa View Requests link (only if there are any
requests). Clicking on the Requests link will display the Request/Response Messages
screen which lists any requests from BIS. From the Request/Response Messages screen
you may view the text of the requests or return to the Work Item.

If the Work Item has been submitted, the Contact Information subform will include Suomission
Date (the date the Work Item was submitted to BIS).

Clicking on the Return to Work Item List button at the bottom of the form will display thelist of
Work Items.

5.8 Submit Work Item

If you are ready to submit a Work Item, you may click on Preview Work Item to Submit button
at the bottom of the Edit Work Item form (see Section 5.5.17). Thiswill run an error check on
the draft work item and if no errors are found, give you a last change to preview the work item in
the Submit Work Item screen before submitting it to BIS. This button is only available if the
Work Item has not been submitted and the user has submit rights to the Work Item. While
reviewing the Submit Work Item screen, if you want to return to the Work Item to edit it further,
click on Edit Work Item to return to the Edit Work Item screenwhere further changes can be
made to the work item. This feature is described in detail in the following section).

Note: Submitting a Work Item to BISis an irrevocable act that disables any future editing of
the Work Item.

541

Property of The United States Government, Department of Commer ce, Bureau of Industry and Security



SNAP Redesign V1.0 Exporter User Manual

After completing your review of the Work Item, you may submit the Work Item to BIS using the
Submit button at the bottom of the Submit Work Item screen (Figure 5-38), which will display
the Submit Work Item screen with Signer Information.

Total Apglicatien Dellar Value

#5. Tolal Application Dolkar Value 324,006.00

Additional Information

24, Addtional Information

Documents attached to application

To uplcad 2 new supparting documend o view or delste atached supporing documants Wiaw and Manage Suppering Documents 5]
Tidla Burthor Type
45711 for typo A widgets BIST11 Viow Documant
I=chnical Specificaion for Type A Viidget Tech. Spec= View Document
Leal fe Dtk Vieny Documant
Exdit Wark lkam | Submi | Figtum do Work Ham List I

Figure5-38. Submit Work Item Screen (Bottom)

58.1 Signature and Submit Work Item Form

The Submit Work Item screen (Figure 5-39) contains the signature information and is the final
step before submitting a Work Item.

Submit Work Itam

Once a Wik em is submitted, € can no longer b2 modifed.

Signer Information* B
: ProeLs Signer Name™ [ I IF M.LMAME or F LMAME]

Signer Till=" (7] |—

Signar Email [ |

[ 1 am sure | want 1o submi Work ibem EKS7 111 10 BIS

Cancal | Submn Wark fem

Figure5-39. Submit Work Item Screen (with Signer I nformation)
The screen contains the following fidds:
Signer Name (required)

The signer is an agent duly authorized to sign the application. If thisis an agent of the
applicant, enter the company’s name in the Additiona Information Subform. Enter the
Signer's Name in the format: First Initial, Middle Initial and Last name (e.g.,
F.M.LNAME or F.LNAME; if you include any spaces, you will receive an error message
and have to correct it).
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Signer Title (required)

Enter the official title of the signer of the application.
Signer Email

Enter the email address of the signer of the application.
Submission Confirmation box (required)

The check box on the lower left must be checked before submission to verify that you are
sure you want to submit the current Work Item to BIS.

The Submit Work Item screen also contains the following controls:
Cancel
Click on Cancel to go back to the Edit Work Item page.
Submit Work Item
Click on the Submit button to submit this Work Item.

Once the work item is submitted, a confirmation page is displayed (Figure 5-40):

SNAP-R Houe

CREATE WORK ITEM

LisT WoORK ITEMS Your Work Item EKS17771 has been successfully submitted to BIS. Please remember to check back and view any
i ——

SEARCH WORK ITEMS acknowledgements or requests.

SEARCH DOCUMENTS

ViEW MESSAGES Return to Snapr Home

ManAGE USER PROFILE
HELP
Logout

Figure5-40. Work Item Submission Confirmation Screen

5.9 Check Work Item Status

Once a Work Item is submitted to BIS, you should check often on its status. Y ou may check the
status of their applications through SNAP-R.
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To check the status of your application(s), first log into SNAP-R. The SNAP-R Home screen
(Figure 5-41) shows allist of any new messages about submitted applications that you have
access to.

SR LR Welcome to SHAPR

Walcome, KRSTEM 5YLVESTER
A To submat & new sxport relsted spphoation. click on Create Waork lerm on 1he lel hand naagstion bar. Click on 3 o Help on the nevgation
bar for halp information. Yhat j5 a Wark Hem®
' ' i The Remowve button wil remme the selectad messagss flom 1he messags bosid Messages are stil acceasible within ther ssaociated Work
;- Items
e
1 Mew Mes=agef=} Deplaring 1 through 4
EXFORT LICENSE APPLICATION EKE1112 OO 2I006 |
Remave |

Figure5-41. SNAP-R Home (with message)

You can also see a list messages by using the View Messages link on the Navigation Bar. Each
message is associated with a Work Item; click on the message title and then the Work Item’s
Reference Number link to view its View Work Item screen If aWork Item has been Rejected,
its Reference Number link will display the Edit Work Item screen (see Section 7 for more
information on Viewing Messages).

Alternatively, once you have received their Application Control Number (ACN) or Classification
Control Number (CCN) from BISYSNAP-R, you may track the status of their request via the
System for Tracking Export License (STELA) system. STELA is atelephone response system
that provides export license status information. Using a touch-tone phore, dial (202) 482-2752
to access STELA. The system will also provide status for other requests such as commodity
classifications. Follow the on-line instructions to obtain the status of the export license
application or commodity classification using the case number assigned by BIS.

BIS may send requests for further information. If you supplied an email address in your user
profile, you will receive an email notification that requests and/or messages from BIS have been
posted in SNAP-R. You may check these messages and the status of their applications through
SNAP-R.

For timely processing of applications, these requests should be accommodated as soon as
possible. Responses may contain simple text as well as attached documentation.
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6 MANAGING DOCUMENTS

One of the most important new features of SNAP-R is the ability to attach documents to Work
Items through the web interface A supporting document is an Exporter-supplied document that
isused by BIS and other agencies during the Work Item evaluation process. These documents
are required to be in PDF format. Supporting Documents can either be attached directly to the
Work Item prior to submission, or they can be attached as a response to a Request submitted by a
BIS Licensing Officer (see Section 7, Messages & Requests). This feature will reduce the time
required to manage and search for these paper documents for both exporters and BIS staff.

EXPORT CONTROL AUTOMATED
SUPPORT SYSTEM REDESIGN
(ECASSR) STAGE 1,V1.0, SNAP-R V1.0

MANAGING MANAGING || MESSAGES
WORK D'\/(I)’?:TJ?/IGEINN'?S ACCESS & LOGOUT
ITEMS RIGHTS REQUESTS

ENTRY CRITERIA EXIT CRITERIA
——

Add Supporting Documents to Work - Supporting Documentation submitted
Items with Work Item

INPUTS KEY ACTIVITIES
Supporting Document(s)
BXA-711 - Upload Document
Import/End User Certificate 0 Add metadata

GETTING
STARTED

Technical Specification - Search Documents
Nuclear Certification - View Search Results
Letter of Explanation . View Supporting Document summary

Foreign Availability - Reuse Supporting Documents
L etter of Assurance

Search Criteria

o Title

o0 Author name
o Keywords

o Creation Date

PRODUCTS

Supporting Documentation
submitted with Work Item to BIS

METHODSAND TOOLS
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6.1 Upload/Delete Supporting Documents

To upload a new supporting document, go to the bottom of the Edit Work Item screen and click
on the View and Manage Supporting Documents link. SNAP-R will display the Manage
Documents screen (Figure 6-1):

Expdit License Application

Work fem Reterence Humber EKS1113 Stalus. ORAFT
Manage Documents

» Sagrch Do

Document List

Tite Sarthor Hemes Document Type Creation Date

aBIS-T11 fartme & BE-711 41509 Dogumani Detglis |
Tachniczl Spadfcation for Type 4 Tech. Spacs =105 Docurnend Datails 1
idget

Back to Work item ERS1113

Figure6-1. Manage Documents Screen

Documents already attached to the document you entered from will be listed on the Manage
Documents screen

To upload and attach a document, click on the Upload Supporting Document link just under
“Manage Documents’. The Supporting Document Description screen (Figure 6-2) will be

displayed:

Mobe:

& Only Porable Documerd Format (PDF) files can be uploaded

= foucan enter up to 20 keywords seperated by spaces or cormmas n the Keywords. Entening keyworde will aseist you in 1he future
whan you saarch documants

s Required figlds ara marked with an *

Document Deseription

Chiose a fils to upload™ [F |

Titke" (1 |
fulhor Name™ [ |
Docurmem Typs' [Pleaze Selec... E

Cocuman Greation Date® (mmfdd'yyyyl [ |

Kaywards [F |

E =

Submit | Cancel

Figure6-2. Supporting Document Description Screen

Fill out the Supporting Document Description form:
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Choose a file to upload (required)

Click on the Browse button, which will display a standard Choose file window that will
allow you to browse your computer for the PDF file you want to upload into SNAP-R.
Select the PDF file and click on the Open button.

Title (required)

Enter the title you want to use for the document.
Author Name (required)

Enter the name of the original author of the document.
Document Type (required)

Select the type of document from the drop down list.
Document Creation Date (required)

Enter the date the original document was created. Dates must be in the format of
mm/dd/yyyy where mm is the 2-digit code for the month (01-12), dd is the 2-digit form
of the day (01-31), and yyyy isthe 4 digits of the year.

Keywords

Enter up to 200 keywords (separated by spaces or commas) which will assist you in
locating the correct document in the future.

The Supporting Document Description screen also has the following controls:

The Cancel button will clear any data you have entered on the screen, cancel the
operation and return you to the Manage Documents screen.

The Submit button will submit the selected document and information to SNAP-R and
attach it to the Work Item you are working on The Supporting Document Summary
screen (Figure 6-3) will be displayed:

SNAP-R Houe
CreaTe WoRK ITEM
LisT WORK ITEMS
SEARCH WORK ITEMS
SEARCH DOCUMENTS
VIEW MESSAGES
Manace User PROFILE
HeLp

LogouT

Supporting Document Summary

Title
Author Name

Document Creation Date

Document Summary

4/15/99

BIS-711 for type A widgets

Document Type BIS-T11
Keywords
File Name 8822 pdf

View Document Edit Document Description

Work Item EKS1113

Figure 6-3. Supporting Document Summary Screen
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The Supporting Document Summary screen has the following controls:

View Document

Clicking on the View Document button will open the PDF file in a separate

window. You must have a program that will display PDF files, such as Adobe®
Reader® on your computer.

Edit Document Description

Clicking on Edit Document Description will display the Supporting Document
Description screen explained above.

Work Item link

Clicking on the Work Item link, in this example “Work Item EKS1113” will
return you to the Edit Work Item screen in SNAP-R.

6.2 Sear ch Supporting Documents

Search for documents by first clicking on the Search Documentslink on the Navigation Bar.
The Search Documents screen (Figure 6-4) will be displayed:

SNAP-R HoME
CREATE WORK ITEM

LIeT WoRK TENS Leaving search criteria blank will give you all available supporting documents.
SEARCH WORK ITEMS

CH DOCUMENTS Enter Search Criteria B

Search Documents

Mansce User ProFie | THIE B |

HELP Author Name 2 |
LogouT

Keywords 2 |

Created After (mm/ddiyyyy) 2] Created Before (mm/dd/yyyy)

Search | Cancel

Figure 6-4. Search Document Screen

Enter criteria to search for a specific document(s) click on the Search button (or leave dl criteria
blank to display alist of al documents that you have access rights to).

The following fields are available to search:
Title

Enter part or all of the target document title.

Author Name

Enter part or all of the document author’s name(s).

Keywords

Enter one or more keywords, separated by spaces or commas, with which the documents
6-4
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have been specified when the document was initialy uploaded. Note: keywords are case-
sensitive.

Created After (mm/dd/yyyy)

Enter the date after which the document was created (not necessarily the date the
document was uploaded to SNAP-R). Dates must be in the format of mm/dd/yyyy where
mm is the 2-digit code for the month (01-12), dd is the two digit of the day (01-31), and
yyyy isthe 4 digits of the year (if you wish to see an example of how these fields work,
refer to Section 5.4).

Created Before (mm/dd/yyyy)

Enter the date before which the document was created (not necessarily the date the
document was uploaded to SNAP-R). Dates must be in the format of mm/dd/yyyy where
mm is the 2-digit code for the month (01-12), dd is the two digit of the day (01-31), and
yyyy isthe 4 digits of the year (if you wish to see an example of how these fields work,
refer to Section 5.4).

The Supporting Document Search Result screen (Figure 6-5) will be displayed (you may sort this
list by clicking on any of the column titles).

S T '-I Supporting Document Search Result H
SREATE WORE ITEM
LT Wnms e You mey soi the list by clicking on any of the calumn headers: [0

L] l:-li_"lill'lg an alitle will load the document Summary page in 1he cument windaw
» Clicking an & warkl itern reference number will load the work lem detail page in the curent wind o
& Clicking an a "Wiew Content” link will open a rew window with the document conterd in this neve window

1 Documernt{s} Displasing 1 theoudgh1

Diocument Tygpe Creaticen Dais Status Uz by WMok Hean

AtachioWokhem |

Back to Document List for Vo [tem  Search Agan

Figure 6-5. Supporting Document Search Result Screen

Clicking on the View Content link on the right side next to each document will open a new
window and display the PDF document if you have a program that will display PDF files, such
as Adobe® Reader® on your computer.

6.3 View Supporting Documents

To view supporting documents, you must have a program that will display PDF files, such as
Adobe® Reader® on your computer. There are several ways that you can access documents for
viewing:

You may view a supporting document from the Edit Work Item screen, by clicking on the
View Document link. Thiswill open the PDF file in a separate window.

Search for documents by clicking on the Search Documents link on the Navigation Bar.
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Enter criteriato search for a specific document(s) click on the Search button (or leave all
criteriablank to display alist of all documents that you have access rightsto). More
information on using this screen is found in Section 6.2.

The Supporting Document Search Result screen will be displayed (you may sort this list
by clicking on any of the column titles).

Clicking on the View Content link on the right side next to each document will open a
new window and display the PDF document.

From the Supporting Document Summary screen, which you can get to by clicking on the
Title, in the Supporting Document Search Result screen (or following the method in
Section 6.1 above) click on the View Document button. This will open the PDF filein a
separate window.

6.4 Reuse Supporting Documents

To reuse a supporting document that has aready been uploaded, go to the bottom of the Edit
Work Item screen and click on the View and Manage Supporting Documents link. SNAP-R
will display the Manage Documents screen.

Documents already attached to the document you entered from will be listed on the Manage
Documents screen (Figure 6-6):

SHAP-R Hake EXpiT License Apphcation

CREATE WWiars MTeEw Winrk fiem Refersnee Number FKS1113 Slatus. DRAFT

g1 WORK ITEWS
SEancH WoAK ITEMS Manage Documents
L] A

Document List

Tits darthor Bams Document Type Creation Data

=y BIS-T11 dorbpe A BE-711 41585 Document Details |
Technical Speancanon o Type & Tech, Speca, HNE Docurme i Cetails 1
Widget

Figure 6-6. Manage Documents Screen
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The Search Documents for Reuse link near the top allows you to search all existing documents
in SNAP-R that you have at least view access rights to for use in supporting your current
application. Clicking on the Search Documents for Reuse link will display the Search
Documents screen (Figure 6-7):

SNAP-R Howe
CreaTE WoRK ITEM
LIST WORK ITEMS
SEARCH WORK ITEMS

Search Documents

Leaving search criteria blank will give you all available supporting documents.

Enter Search Criteria B

Mansce User ProFLe | 11118 |
HeLP

LogouT

Author Name (2 |

Keywords 2] |

Created After (mmiddiyyyy) Created Before (mmidd/yyyy) &

Search | Cancel

Figure6-7. Search Documents Screen

Enter criteriato search for a specific document(s) click on the Search button (or leave dl criteria
blank to display alist of al documents that you have access rightsto). More information on
using this screen is found in Section 6.2.

Once you have completed creating your search criteria (or |eft the fields blank to return all

documents), click on the Search button. Thiswill display the Supporting Document Search
Result screen (Figure 6-8):

Supporting Document Search Result (-]

You may sort the list by clicking on any of the calumn headers: [

# Clicking an a title will load the document Summary page in the curment swndaw
& Clicking an 8 warkl iter refierence numbsr wil load the work tem detail page in the curent wind ow
& Clicking on a "Wiew Cortent” link will oppen a new window with the document conterd in this neve window

1 Documentis

Dizplasing 1 thraugh 1

Author  Document Type  Creslion Date = Status  Used by Work Hem
Type dqet Tech Spe Tech. Specs OB 2008 DRAFT  WELOOM view Conbenl O
Aach to Wark hzm
EBack to [ocument List for Weods lkem  Search Agan

Figure 6-8. Supporting Document Search Result Screen

This screen is nearly identical to that shown above in Section 6.2, however this screen has an
additional check box to alow you to attach it to the Work Item that you came to the screen from.
Click in the check box next to one or more items that you want to attach and then click on
Attach to Work Item to attach the documents to the current document.

By clicking on Back to Document List for Work Item link, you can return to the curent Work
Item. If you did not find the correct document(s) in your search, you may return to the Search
Documents screen and enter new criteria by clicking on the Search Again link.
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7 MESSAGES AND REQUESTS

BIS occasionally sends three types of messages to exporters. Acknowledgements concern status
changes to Work Items; for example, that the Work Item has been accepted for processing.

If aWork Item was rejected by BIS (and therefore could not be processed), an acknowledgement
of regjection would also be sent to the exporter. An Acknowledgement of successful submission
of the Work Item to BIS will contain an Application Control Number (ACN). Validations are
received from BIS (after successful submission) for Work Item when they are either Approved
(licenses), Approved with Conditions, Denied, or Returned Without Action. Requests are sent
when additional information is needed by BIS in order to process a Work Item. Exporterscan
respond to these requests and attach documents to them. Notifications about new messages
available on SNAP-R from BIS and will be sent to the email address indicated in your User
Profile (if you provided and email address).

EXPORT CONTROL AUTOMATED

SUPPORT SYSTEM REDESIGN
(ECASSR) STAGE 1,V1.0, SNAP-R V1.0

GETTING MANAGING MANAGING MANAGING | MESSAGES
STARTED WORK DOCUMENTS ACCESS & LOGOUT
ITEMS RIGHTS REQUESTS

ENTRY CRITERIA EXIT CRITERIA

——— .
Read and respond to messages & - Message responses received at BIS

requests from BIS

INPUTS KEY ACTIVITIES
- Request response information
- View All Messages
Pri edL.PRODUCTS o View Acknowledgements
. rinted Licenses 0 View Requests

METHODSAND TOOLS 0 View Validations
- Respond to Requests
- Print Licenses

7.1 View M essages (Acknowledgements, Requests, Validations)

Messages can be viewed in three different ways:

On the Navigation Bar, click on the SNAP-R Home link to return to the homepage and
view al unread messages. Click on Subject of that message to read it. The act of
reading a message is sufficient to remove it from the list on the homepage (because only
new messages are displayed on the homepage). Y ou may aso click on the Remove
button to remove a message without having to have read it. Note: removing a message
from the homepage or the message board does not delete it from the Work Item's list of
messages. You are also able to sort the messages by clicking on any of the column
headersin the display list.

On the View Work Item screen, click on View Acknowledgements or View Reguests to
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view messages of acknowledgement or requests for that particular Work Item.

Onthe Navigation Bar, click on View Messagesto see alist of all messages sent by BIS.
The All Messages screen will be displayed (Figure 7-1):

All Messages

The Remove button removes the selected messages from the message board. Messages are still accessible within their associated Work
ltems. The Mark As New button will mark the message as new.

S Messages  Displaying 1 through &

Acknowledgement Received for Waork ltem ABCE456 05/30/2006 READ I remove T mark new
Acknowledgement Received for Wark ltern GHJO000 05f30/2006 READ M temove [ mark new
Acknowledgement Received for Wark lterm ERTES45 05f3002006 MEWY M remove
Additional Information Regquested forWork lterm DFG1212 05/30/2006 [ EWY I rermove
Additional Infarmation Requested farYWark lterm ERTES49 05/30/2006 [ EWY I rermove

Remaove | Mark As NEW |

Figure7-1. All Messages Screen

Click on the Subject link for the message to read the message. The format of the message will
vary some depending on the kind of message. For example, acknowledgment messages will
appear in the Acknowledgement Details screen (Figure 7-2):

SMNAP-R Howme Export License Application
CREATE VWORK [TEM Work ltem Reference Number EKS1112 Status: ACCEPTED
LIST VWORK ITEMS : ;
- Print-Friendly View
SEARCH VWORK ITEMS
S DOCUMENTS Acknowledgement
Vi ESSAGES
ManacE USER PROFILE
HELP Acknowledgement Details
LosouT Title EXPORT LICENSE APPLICATION EKS1112
Type Acknowledgement
Date of Message 9/12/06
Reference Mumber EKS1112
Content DATETIME 08/12/2006 13:51:-1&

LICENSE APPLICATION EES1112 WAS ACCEPTED ON 03/12/2008
¥OUR APPLICATION CONTROL NUMBER IS Z700208

PLEASE NOTE APPLICATION CONTROL NUMBER IS PREFIXED WITH A "Z"
PLERSE CONTACT STELA AT (202) 482-2752 FOR FURTHER PROCESSING INFORMATION
USE "3" TO REPLACE "I"™ WHEN ENTERING APPLICATION CONTROL NUMEER

Work Item EKS1112  Work ltem EKS1112 Acknowledgement List

Figure7-2. Acknowledgement Details Screen

The act of reading a message is sufficient to remove it from the list on the homepage (because
only new messages are displayed on the homepage). Y ou may aso click on the Remove button
to remove a message with or without having read it, or Mark New to make the message title
appear bold and load at the top of thelist. Note: removing a message from the homepage or the
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message board does not delete it from the Work Item’ s list of messages.
Y ou may sort the messages by clicking on any of the column headers in the display list.

The links on the Navigation Bar expand under VIEW MESSAGES, if you click on the View
Messages link. The new choices are ALL MESSAGES, BIS REQUESTS,
ACKNOWLEDGEMENTS, and VALIDATIONS. Clicking on the All Messages link, has the
same effect as clicking on the View Messages link. The other three links bring up a subset of

your messages. Thus you can group the messages by clicking Acknowledgements BI'S
Requests, or Validations links.

711 View Acknowledgements

Clicking on the Acknowledgements link on the Navigation bar will cause the Acknowledgement
Messages List screen(Figure 7-3) to display:

Acknowledgement Messages

Tha Resmeowa button removes the salacted messagas from the message board. Messages are stil accessible within their associated Wod
ftems T Mark fs Mew buttan wil maik the message &= new

{ Acknowledgement Me==ages  Di=playng 1 fuough 4

EXPORT LICENSE SPPLICATION EKE1112 e 22008 RESD r r

Marisce Lisen PRoFLE Remavs | MakAsPEW |

Figure 7-3. Acknowledgement M essages List Screen

Click on the Subject link for the message to read the message. An Acknowledgement message
will be displayed in the Acknowledgement Details screen (Figure 7-4):

SNAP-R Home Export License Application

EEZUA L Work Item Reference Number EKS1112 Status: ACCEPTED

LR R Print-Friendly View
SeaRcH WORK ITEMS

SEARCH DOCUMENTS Acknowledgement

ViEw MESSAGES
MANAGE USER PROFILE

LosouT Title EXPORT LICENSE APPLICATION EKS1112
Type Acknowledgement
Date of Message 9/12/06
Reference Number EKS1112
Content DATETIME 09/12/2006 13:51:16

LICENSE APPLICATION EES1112 WAS ACCEPTED ON 03/12/2008
¥OUR APPLICATION CONTROL NUMBER IS Z700208

PLERSE NOTE APPLICATION CONTROL NUMBER IS PREFIXED WITH A "Z"

DLERSE CONTACT STELA AT (202) 482-2752Z FOR FURTHER DROCESSING INFORMATION
TUSE "3" TO REPLACE "I"™ WHEN ENTERING APPLICATION CONTROL NUMBER

Work Item EKS1112  Work Item EKS1112 Acknowledgement List

Figure 7-4. Acknowledgement Details Screen
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7.2 View and Respond to a Request
BIS will send messages that request a response from you in regards to a Work Item.

Clicking on the BIS Requests link on the Navigation bar will cause the Request/Response
Message List screen (0) to display.

RegueslResponse Messages

The Remeve button ramoves the selected massages from the message board Messages ans st accasaible within their asaociated Work
Itemes. The Mark As Hew button will mark the mes=age as new

VEW MESSAGES 0 ReguestResponse Hessages  Namons resiils on this page

EIS RECLRSTS
g, EWENTE

There ane no Meseage8 lound

Menase Usek PROrLE

Figure7-5. Request/Response M essage List Screen

Click on the Subject link for the message to read the message. A request message will be
displayed in the Request Details screen (Figure 7-6):

Request

Please be aware that you may only reply to a request once. Once you have clicked Submit Response, you can neither edit your response
to this request, nor reply to this request again. You also cannot attach any additional documents.

Request Details H

Subject Test Request 496
Requested by EIS
Date of Request 5430406
Status PLEASE RESPOMND
Reference Mumber DFG1212
Request: Meed all information you can provide
[
Response:
[~
Documents Allowed: ~

Documents Attached

Mo docurment attached

Upload Supporting Document | FReuse Supporing Document |

[T | have read the above staternent and am ready to respond

Fespond | Sa\.fe|

Back to Bequest List Back to WWark [tern
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Figure7-6. Request Screen

Click on the Reference Number link to be taken to the Work Item in question. Enter atext
response in the indicated box. If BIS has allowed additional documents be attached to the
response ("Documents Allowed" checkbox is checked), you can click on Upload Supporting
Document to attach a document to this request (see Section 6.1 for details), or click on Reuse a
Document to attach a document to this request that you already have on file in SNAP-R (see
Section 6.4 for details).

You may click Save to save your response and return to it later. Once you are ready to respond,
check the checkbox indicating that you understand that you may only respond one time, and
click on Submit Response to submit the response to BIS.

Note: All response submissions are final and cannot be edited once submitted. Please be sure
all information is correct before submitting.

7.3 View Validations

Clicking on the Validations link on the Navigation bar will cause the Validation Message List
screen () to display:

P The Remava buiton remmes tha selected messages ¥om the message board Massages ana ctil accessibla within thair as=ociated VYark

i WaRK TEMS Iteme: The Mark As Hes bulton will mark the measage a3 new

R e

VEW MESSAGES 0 Vaidation Messages  Homons rasuls on this page
411 MESSRGES

Stuliss

SCHROWLEDGEMENTS There ane no messages found,

Click on the Subject link for the message to read the message. A validation message will be
displayed in the Validation Details screen (Figure 7-7):

Validation

Yalidation Details

Title Wall

Type Walidation

Date of Message 09/26/2006
Reference Mumber CCoaooo

Content

Validation Passed.

Final Test Passed

Work lterm CCCo000  wWwark ltern CCCO0000 Acknowledgements and Walidations

Figure7-7. Validation Details Screen
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7.4 View and Print Licenses
Licensesare aclass of Validation. The may be viewed following the instructions above in
Section 7.3. A License will be similar to the Validation Details screen in Figure 7-8 below:

Export License Application
Work ltem Reference Number EKS1112 Status: ACCEPTED

Print-Friendly View

Validation
Validation Details
Title COMMODITY CLASSIFICATION FOR CASE: GO0001 (REF: SDFZ313)
Type “alidation
Date of Message 1113101
Reference Mumber SOF2313
COMMODITY CLASSIFICATION UNITED STATES DEPARTMENT OF COMMERCE

EUREATT OF EXPORT ADMINISTRATION

WASHINGTON, L.C. ZO0ZZ0

CAZE NUMEEE: GOOOO01

ASESO0CIATED INDUSTRIES NOVEMEEPR 10, Z001
ATTHN: TEST USELR CCATS #: 2395333
101 MAIN 2T

ANTTOWMN, CA 2S0Z10

THE FOLLOWING INFORMATION IS IN RESPONSE TO YOUR INQUIRY OF OCTOEBER 18, z0O0l1

Figure7-8. License Details Screen

Acceptance or rejection of a previously submitted application, classification or reporting form
may be viewed from SNAP-R (if the original applications were submitted through SNAP-R).
Final validations may include electronic facsimiles of an Export/Re-Export License, Commodity
Classification or Agriculture Exception Notice. Exporters may ship based on the terms and
conditions of the electronic copy rather than waiting for the duplicate hard copy on BIS
letterhead.

If you wish to print the License, click on the Print-Friendly View link in the upper right part of
the screen Thiswill open a new window with ablack and white copy of the License which can
be printed from your browser.

A hardcopy backup notification will be mailed to the exporter.
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8 MANAGING ACCESSRIGHTS, USER PROFILE & PASSWORD

Within an Exporter company, users may wish to share Work Items and supporting documents.

Y ou may do this by managing access rights to each Work Item. Each user initially will have the
rights to manage others' rights only for the Work Items the user created. The user who created a
Work Item is its Owner.

EXPORT CONTROL AUTOMATED
SUPPORT SYSTEM REDESIGN
(ECASSR) STAGE 1,V1.0, SNAP-R V1.0

MANAGE MANAGE MESSAGES MANAGE ACCESS
WORK & RIGHTS, USER PROFILE || HELP || LOGOUT

ITEMS DOCUMENTS REQUESTS & PASSWORD

ENTRY CRITERIA EXIT CRITERIA
e

Need to grant access rights to another - Correct Access granted
person in the same company

GETTING
STARTED

User profile and/or password changed
Need to change User profile (including
Password)

INPUTS KEY ACTIVITIES

Level of rightsto grant
User profile information - Grant access to work items to others within the same

- New password company
- Update User Profile
PRODUCTS - Change Password
METHODSAND TOOLS

8.1 Managing Access Rightsto Work Items and Documents

Y ou can manage the access rights to any Work Item you created (or have admin rights to, see
below). Thiswill allow you to change which users from your company have the ability to view,
edit, submit, and have administrative rights to this particular Work Item.

First, go to the top of the View Work Item screen (Figure 8-1), Edit Work Item screen, or Submit
Work Item screen

SNAP-R Hone Export License Application BIS-T48P J

Erduaiendlia, Reference Number: EKS1111 Status: ACCEPTED
LIsT WORK ITEMS

SEARCH WORK ITEMS
SEARCH DOCUNENTS View Export License Application
VEW MESSAGES
Manace USER PROFILE
HeLp

Logout

Print-Friendly View

To grant or delete rights to others to view, edit, or submit this Work Iterf- Manage User Rights [?]

View Acknowledgements (2] from BIS

Contact Information™

Figure8-1. View Work Item Screen
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Clickingon the Manage User Rights link will display the User Rights Management screen
(Figure 8-2).

wwork Hem Hekerence Humber ERS1113 Status: ORAFT

User Rights Management

Owner Infarmation

Wark itpm Crwner M
KIRSTEN SYLVESTER
To modify user nghl=, plaasa click propar right for gach user and chide the "Sae Chamge” button

Gramtor Login D Grantes Mame Grantea Login D None Wi Edit Submit Admin

Mo User found

Users Who Do Hot Have Any Rights

Hama Login 10 Hane Wiew Edit Submit Admin
o I s 'n e
= © 'n v
Lo o r O %
& e “ e (=
= [ i O [
= ' © 'n -
Sawa Changa
Back o WWork Hem ERKS 1113

Figure8-2. User Rights Management Screen

This screenis used to grant or revoke permissions for other users to view, modify, and submit
the only particular Work Item being edited.

Upon creation, all Work Items have an Owner associated with them The user who created the
Work Item is the Owner of the Work Item.

By default the Owner has administrative rights over the Work Item; that is, they have the ability
to allow other users within the same company to view, edit, submit, or further give rights to this
Work Item. When aWork Item isfirst created, only the Owner will have any rights to that Work
Item All other members of the company who have a SNAP-R account have no rights to the
Work Item at this time. The Owner may aso never be removed from accessing the Work Item
through rights management. If a Work Item Owner |leaves the company, it isimportant to make
sure that someone else in the company has been granted administrative rights to their Work
Items, as once their account is deactivated, no one will haverightsif thisis not done.

The levels of rights to awork item are none, view, edit, submit, admin. At each level, the user
granted rights has all the rights of the ‘lower’ levels. The user rightsin SNAP-R are:

None

A user that has no rights is referred to as having None. This means they cannot view or
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access the Work Item or any associated supporting documents or messages, even if they
are within the same company.

View

A user that has been granted View rights is defined as having access to the Work Item
and is only alowed to view the Work Item and associated and messages. The work item
isvisible to the user on the Work Item List page and can appear in Work Item search
results. The user can also view the work item details. They cannot, however, edit the
Work Item, edit metadata of supporting documents, respond to requests, nor can they
submit or delete the Work Item. If they can View a Work Item, they will be able to view
supporting documents and reuse them with another Work Item that they create

Edit

A user that has been granted Edit rights may only view and edit the Work Item. They
may also Edit the associated supporting documents’ metadata, upload, attach, or delete
supporting documents, as well as respond to requests. They cannot submit or delete the
Work Item.

Submit

A user that has been granted Submit rights may perform all functions associated with the
Work Item, including submitting and deleting the Work 1tem, with the exception that
they cannot grant or remove rights to/from other users.

Admin

A user that has been granted administrative (Admin) rights may perform all functions
associated with the Work Item, including submitting and deleting the Work Item. They
can also grant or remove rights to other users within the same company. They are able to
assign any of the 5 rights (None, View, Edit, Submit, Admin) to any user within their
company, with the exception that they cannot change the rights of the Work Item Owner,
nor can they change the Work Item Owner. Since the Admin permission grants the
ability for other usersto modify permissions for this Work Item using this screen, it is
recommended that you assign this permission with care.

The person who assigns a right to another user is referred to as the Grantor (identified by the
Grantor Login ID in Figure 8-2). The person who receives the right is referred to as the Grantee
(identified by the Grantee Login ID and Grantee Name). The Grantor is often, but not
necessarily, the Work Item creator. Only userswith Admin rights to the specific Work Item can
ever be Grantors for that Work Item.

When searching for documentsand reusing, you have access not only to the documents you
uploaded, but also documents that are associated with any Work Items you have at least View
accessto. You may attach any document that you can view (even if they are attached to a Work
Item that you have only View access rights to) to a Work Itemthat you can Edit. However, you
will not be able to edit the document’ s information unless you attach it to a Work Item that you
have Edit rights to.
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Note Permission to edit a Work Item implies a permission to view it, and permission to submit a
Work Item implies permission to edit it.

Note Therights granted or revoked from any one Work Item affect only that Work Item (and its
corresponding supporting documents). In order to have access to any Work Item or any
supporting documents, you must either be the owner (creator) of that Work Item, or you must
have been granted rights to that Work Item specifically.

Controls

To change rights for a user, select the radio button that represents the amount of authority
you wish the user to have over the Work Item as defined above.

Save changes made to permissions by clicking on the Save Change button.

8.2 Update Your User Profile

Click on the Manage User Profile link on the Navigation Bar. The User Profile setup screen
(Figure 8-3) will be displayed:

SNAP-R Houe User Profile

CREATE WORK [TEM

LisT WORK [TENS Your User Profile is used by SNAP-R to populate the contact information for all of the online forms.
SEARCH WORK ITEMS

SEARCH DOCUMENTS Contact Information B

ViEw MESSAGES
Manace UseER PROFILE

CIN

HeLP First Name
Logout

Last Name
Phone

Fax

Email

Edit Profile ‘ Change Password

Figure8-3. User Profile Screen

The User Profile is pre-populated with your company’s CIN and the First and Last Name that
were entered at BIS when your PIN was created. Y ou cannot modify these data. If thereis
something incorrect, contact the BIS help desk ((202) 482-2227 or snapr@mail.bis.doc.gov) to
request corrections.
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You may have added data for all or some of the other fields ‘Phone’, ‘Fax’, and * Email’ when
you first logged into SNAP-R. If details have changed or you wish to add additional
information, click the Edit Profile button The User Profile edit screen (Figure 8-4) will be

displayed:

Your User Profile 15 used by SHAPER to populsis the centact rdomation for al of the enline forme

Cin .
i Frst Hame

Last Mams

Phone(3a9-998.5539) [555-555-1212

Fas(909-900-0500) [FeEEEE1234

Ermail |ksyluastigicacaca.com|

Cancel
Figure8-4. User Profile Edit Screen

Phone (999-999-9999)

Enter or change your work phone number in the format shown.
Fax (999-999-9999)

Enter or change your work fax number in the format shown.
Email

Enter or change your work email address. Y ou may find that supplying a valid email
address during this stage will be helpful to you later. SNAP-R will use this email address
solely to communicate when new messages (acknowledgements, validations, or requests)
are available to be viewed online through SNAP-R. BISwill not use this email address
for any other purpose.

Click Modify to save your changes (or Cancel if you decide not to submit any of these data).
Any changes you made to your SNAP-R User Profile are saved and the displayed in the User
Profile screen (Figure 8-5):

SNAP-R Home User Profile
CREATE WORK ITEM : ; : :
Li=T WoRK [TENS Your User Profile is used by SNAP-R to populate the contact information for all of the online forms.
SEARCH WORK ITEMS
SEARCH DOCUMENTS Contact Information B
! ESSAGES
MaNAGE USER PROFILE e
HELP First Name
Locout Last Name [

Phone 555-555-1212

Fax 555-565-1234

Email ksylvest@cococo.com

Edit Profile ‘ Change Password
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Figure8-5. User Profile Screen

8.3 Change Passwor d

To change your password, click on the Manage User Profile link on the Navigation Bar. The
User Profile setup screen (Figure 8-6) will be displayed:

SNAP-R Home
CREATE WORK [TEM
LIST VWORK ITEMS
SeARCH WORK ITEMS
SEARCH DOCUMENTS

MaNAGE USER PROFILE
HEeLP
Logout

User Profile

Your User Profile is used by SNAP-R to populate the contact information for all of the online forms.

Contact Information B

CIM

First Name
Last Name
Phone

Fax

Email

Edit Profile Change Password

Figure8-6. User Profile Screen

At the bottom of the screen, click on the Change Password button. A User Profile screen with a
Change Password section (Figure 8-7) will be displayed:

User Profile
Passwords:

Wust be B 10 12 chascters in length
Contain at least ona numbsr and one elphabstic charactar
# MNlay contain the special characters | @ # S % A *

Pleasa choose a 5tiong pa 1d. keep it secure, and change i regulardy

Change Password B
CIN (Applicant 10) [ ]

Current Passwond

Maw Pazsward
Confurn Password |“
Sava | Cancel

Figure8-7. User Profile with Password Edit Screen

Enter your company’s CIN (Applicant ID), your current Password, and the new Password you

have sdected.

Retype the new Password in the Confirm Password field. Click the Save button

to change your password.

Passwords;

Must be 8 to 12 charactersin length
Contain at least one number and one alphabetic character
May contain the specia characters! @ #$% & *

A strong password:

86

Property of The United States Government, Department of Commer ce, Bureau of Industry and Security




SNAP Redesign V1.0 Exporter User Manual

has never been written down;

is easy to remember;

isknown only by the person using the account;

is a least 8 charactersin length;

is not the same password used for other accounts, such as your email account;

is not composed of personal information that can be easily guessed, such as your date and
place of birth, the names of family members, your own name, your company, €&tc.;

contains at least one letter of each case (lower and upper), one number, and one non
alphanumeric symbol;

is not composed of one or more unscrambled words from any language, slang, dialect, or
jargon; and

is easy to remember. Try to create passwords that can be easily remembered. One way
to do thisis create a password based on a song title, affirmation, or other phrase. For
example, the phrase might be: "This May Be One Way To Remember" and the password
could be: "TmB1w2R!" or "Tmb1W>r~" or some other variation. Note: Do not use
either of the two above examples as passwords.
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9 HELP

Genera help documentation is available online from the Navigation Bar.

EXPORT CONTROL AUTOMATED
SUPPORT SYSTEM REDESIGN
(ECASSR) STAGE 1,V1.0, SNAP-R V1.0

MANAGE MANAGE MESSAGES MANAGE ACCESS
WORK DOCUMENTS & RIGHTS, USER PROFILE || HELP || LOGOUT
ITEMS REQUESTS & PASSWORD

ENTRY CRITERIA EXIT CRITERIA
Accessto SNAP-R - Assistance Provided

GETTING
STARTED

Complete Application with necessary
supporting documentation submitted to
BIS

INPUTS KEY ACTIVITIES
Technical Issue or question
Software Problem - Click onform fields

Click on question marks
Call SNAP-R Help Desk
E-mail SNAP-R Help Desk
Reset Password

PRODUCTS
On-line Help
User Manual

METHODSAND TOOLS
On-line Help
SNAP-R Help Desk

o Telephone

o E-mall

9.1 Additional sourcesfor Help

Field-level help is aso available for most fields in SNAP-R. Anywhere you see a small box with
aquestion mark B init next to afield label, you can place your mouse over the box (hover there
without clicking), and a box will appear with an explanation of the field and its use. If you need
additional information about the field, then click on the box [4 and an additional window will
appear with further help on the use of the field.

For additional information not covered in this manual or problems with SNAP-R, please contact
the SNAP-R Help Desk at (202) 482-2227 or send an email to snapr@mail.bis.doc.gov.

9.2 Reset Password

If you have forgotten your password and need to have it reset, send an email to
snapr@mail.bis.doc.gov or call the SNAP-R Help phone (202) 482-2777.
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9.3 Timeout

The system will automatically log your account off after 60 minutes of inactivity. If that
happens, the SNAP-R Login screen will appear. Log back into SNAP-R and continue your
work.

9.4 Configuring I nternet Explorer

If you have problems with Internet Explorer while using SNAP-R, you may want to try adjusting
your Internet Explorer settings.

94.1 ToensureActive Scripting is enabled:

(1) From the Internet Explorer Menu, select Tools, then Internet Options. The Internet
Options Window (Figure 9-1) will be displayed:

Internet Dptions

O @

Local intranet  Trusted sites Restricted
sites

Figure9-1. Internet Explorer — Internet Options Window
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(2) Click the Security tab, make sure Internet is highlighted, then click Custom Level ....
The Security Settings Window (Figure 9-2) will be displayed.

Security Settings

O Prompt

@ Userdata persistence
O Disable
{® Enable

Ackive scripking
O Disable

o B

O Prompt

Allowy paste operations via script
O Disable
{® Enable

Figure 9-2. Internet Explorer — Security Settings Window
(3) Scroll down to the Scripting header choose Enable under the Active Scripting subhead.
(4) Click OK.
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94.2 To ensurethat session cookies are enabled:

(1) From the Internet Explorer Menu, select Tools, then I nternet Options. The Internet
Options Window will be displayed.

(2) Click the Privacy tab. Depending on what version of Internet Explorer you are using,
one of two windows will appear. If you are using Internet Explorer 6.0.28 or below,
Figure 9-3 will appear. If you are using Internet Explorer 6.0.29 or higher, Figure 9-4

will appear.

Internet Dptions

94
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(3) , select Medium High, click Apply, then OK.
or

(1) From the Internet Explorer Menu, select Tools, then Internet Options. The Internet
Options Window will be displayed.

(2) Click the Privacy tab. If you are using Internet Explorer 6.0.28 or below, Figure 9-3 will
appear; click Edit.... If you are using Internet Explorer 6.0.29 or higher, Figure 9-4 will
appear; click Sites.... The Per Site Privacy Actions window (Figure 9-5) will be

displayed:

Per Site Privacy Actions

1{}1

https: //snapr. biz. doc. gov

| Doman [ Sewing |

Figure9-5. Internet Explorer — Per Site Privacy Actions Window

(3) In the box labeled “ Address of Web site:” enter https.//snapr.bis.doc.gov, then click
Allow, then click OK.
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94.3 To ensurethat file downloads (including PDF) are enabled:

(1) From the Internet Explorer Menu, select Tools, then I nternet Options. The Internet
Options Window will be displayed.

(2) Click the Security tab, make sure Internet is highlighted, then click Custom Level ...

(3) Scroll down to the Downloads header choose Enable under the File Download subheader.
The Security Settings window (Figure 9-6) will be displayed.

Security Settings

O Prompt
@ Script Activel contrals marked safe For scripting

O Disable
{® Enable
QO Prompt
Daownloads

@ File downlaad
Q) Disable
{® Enable

@ Font download
O Disable
{® Enable
O Prompt

Figure9-6. Internet Explorer — Security Settings Window

Note that the steps above will affect the behavior of all sitesin the Internet security zone.

Alternatively, you may add https://snapr.bis.doc.gov asatrusted site. To do so:
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(1) From the Internet Explorer Menu, select Tools, then I nternet Options. The Internet
Options Window (Figure 9-7) will be displayed.

Internet Dptions

Irtermet Local intranet ik Festicted
sites

Figure9-7. Internet Explorer — Internet Options Window, Security Tab

(2) Click the Security tab, click Trusted Sites then click the Sites... button. The Trusted
Sites window (Figure 10-1) will be displayed.

Trusted sites

v

https: ifsnapr.bis.doc. gov

Figure 9-8. Internet Explorer — Trusted Sites Window

(4) In the box labeled “Add This Web Site to the zone:” enter https://snapr.bis.doc.gov then
click Add, then click OK, then click Add, then click OK.
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10 LOGOUT

All users should log out of the system once desired work is completed. If the browser window is
closed instead of using the logout function, your SNAP-R session may not be closed until 60
minutes later. For security reasons, it is important to use the Logout function.

EXPORT CONTROL AUTOMATED
SUPPORT SYSTEM REDESIGN
(ECASSR) STAGE 1,V1.0, SNAP-R V1.0

MANAGE MANAGE MESSAGES MANAGE ACCESS
WORK DOCUMENTS & RIGHTS, USER PROFILE || HELP || LOGOUT
ITEMS REQUESTS & PASSWORD

ENTRY CRITERIA EXIT CRITERIA

Successful Accessto - UserisLogged Out of SNAP-R
the SNAP-R system

GETTING
STARTED

INPUTS KEY ACTIVITIES
User ID - Click the hyperlink (LOGOUT) on the left-hand side of the

Password screen.
SuccessLogIn

PRODUCTS

User Manual

METHODSAND TOOLS

Automatic Log Out

Once you have completed working in the system you can logout by clicking the menu item
Logout listed down the left- hand side of the screen. After clicking the hyperlink, Logout, you
will be taken back to the Login Screen shown below (Figure 10-1). At this point you can close
the browser window or log back into the system.

Note: The systemwill automatically log you out of SNAP-R after 60 minutes of inactivity.
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SNAP-R

AacuT ENAPR
BIS Haue
SHeP-R FA

“WARNING ™ WARMING™ WARNING ™ WARN MG WARMING ™ WWARNING"

This & a Daparimant of Commarca (DOC), Bureau of Industry and Security (B15) computer systam. DOCIELS computer systams ara provided
for the processing of oficial LS. Oovernmend information anly. All data cormained within DOCBIS computer systems is cumed by the
DOCIELS, and may be audied. intenzepted. reconded, 1ead, copied. captured, and declosed by authorized personnel. THERE 15 MO RIGHT OF
PRMACY IN THS 5YSTEM. Authorized parsonnel may discloss any poiential svidenca of crima found on DOC/BIS computer sysiems to

Bppropiste authoiitiss
USE OF THIS BYSTEM BY ANY USER. AUTHORIEED OR UNAUTHORIZED, CONSTITUTES CONSENT TD ALUMNTING, INTERCEFPTION
RECORDRG, READING, COPYING, CAPTURING, and DISCLOSURE OF COMPUTER ACTIVITY.

Login te SHAP-R

Logn D3 |
Fassword @ |
CIN {Applzant D) E I

Logn | Clear

T Exeing GHAP useans: pleese uses your Sgphoan 1D s yoer ©H and the PH you
bave ¥ realn @ SHAR-R Logn [ and peaaword

Ragister for CIN and PIN coda
Bipgeriar obtan a SHAPR-A Company Heshinsbos Bumber (C4 ) snd PR code

Bi3's Division of Dukreach and Educational Sendoes tan a=sixl wou with 3MAF relaled questors fom 8:30 &m0 S pm ET. Please call (202} 482-0795

Figure 10-1. Login Screen
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11 GLOSSARY OF TERMS
The following terms are used throughout the SNAP-R System and within this User Manual.

ACN (Applicant Control Number): The 7-character identifier automatically assigned to each
work item by ECASS upon Work Item submission, consisting of ‘Z’ followed by 6 digits [7
characterg)].

AddressLine 1 (required): The company’s street address. PO Box addresses are not acceptable
[up to 35 characterg.

AddressLine 2: The second line of the company’s street address, if needed. PO Box addresses
are not acceptable [up to 35 characters].

Applicant: The name of the exporter or Applicant Company’s complete name.

Applicant ID (CIN; required): The company’s Applicant ID, a 7-character identifier assigned to
each Exporter (elsawhere in this document, thisis referred to as the CIN or Company

| dentification Number), consisting of one letter followed by 6. Not editable by Exporters for
first-party submissions [7 characters].

CCATS (Commerce Classification and Tracking System) Number: Required if the Exporter
received a classification for thisitem from BIS in response to a Commodity Classification
Request [7 characters).

CIN (Company Identification Number): The 7-character identifier assigned to each Exporter
Company (thisis referred to as the Applicant ID in legacy SNAP and ECASS), consisting of one
letter followed by 6 digits [7 characterd.

City (required): The company’s city[up to 35 characterg.

Contact Person (First, Last) (required): The first and last names of the person who can answer
questions concerning the application. The default values for these fields are taken from the User
Profile of the person who created the Work Item. These fields may be edited if there isamore
appropriate person[up to 40 characters].

Country (required): The country selected from alist. For applicants, must be US [predefined
list].

Created After/Created Before: These two fields will restrict the search results set to those
Requests whose Creation Date falls after and/or before the specified dates. The Creation Date
indicates when the BIS License Officer submitted the Request [mm/dd/yyyy format].

Creation Date: This field contains the date the Work Item was created [ mm/dd/yyyy format].

CTP (Composite Theoretical Performance): Computed performance value for digital computer
equipment. If this application involves adigital computer or equipment containing a digital
computer as described in Supplement No. 2 to Part 748 of the EAR, this information must be
supplied. Instructions on calculating the Composite Theoretical Performance (CTP) are
contained in atechnical note at the end of Category 4 in the Commerce Control List (CCL) [11
characters - 999999999.9 formats).
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Document Title: Thetitle of the supporting document as entered by the Exporter [255
characters].

Document Type: Thetype of supporting document. Can be one of: BXA-711, Import/End User
Certificate, Technical Specification, Nuclear Certification, Letter of Explanation, Foreign
Availability, Letter of Assurance, or Other [Predefined List].

ECCN (Export Commodity Classification Number): The 5-character identifier assigned to an
export itemto be exported. The Exporter User should refer to part 774 Supplement No.1 (the
Commerce Control List) in the EAR for alisting of ECCNs|[predefined list].

EIN: The company’s Employer Identification Number (EIN).

Email: The business email address of the Contact Person for this application. The default value
for this field is taken from the User Profile of the person who created the Work Item. It may be
edited if the contact person has been changed or no email address was entered in the User Profile
of the person who created the Work Item[up to 50 characters].

Exporter User Login 1D : The SNAP-R Login ID for the Exporter User who responded to the
request, if applicable [between 4 and 255 characters].

Exporter User’s Name: The name of the Exporter User who responded to the request, if
applicable.

Fax Number (999-999-9999): The business facsimile phone (fax) number of the Contact Person
for this application. The default value for thisfield is taken from the User Profile of the person
who created the Work Item. It may be edited if the contact person has been changed or no fax
number was entered in the User Profile of the person who created the Work Item.

Manufacturer: Name of the manufacturer, if known [25 characters].
Model Number: Product name or Model Number [15 characters].

Quantity: Quantity to be exported. If the "unit" for an item is"$ value," the quantity should be
in units commonly used intrade. O (zero) is not allowed [9 characters].

Reference Number (AAA9999) (required): The Reference Number that was assigned to this
Work Item when it was created by the Work I1tem Owner.

Request Status: One of: PENDING (request not yet responded to), RESPONDED (responded
to by an Exporter), or CLOSED (request has been closed by a BIS License Officer).

Request Title: Title of request.

State/Province (required only for US addresses): The two letter State code for US addresses,
otherwise the state or province named typed in by the applicant [State — Predefined List].

Submitted After/Submitted Before: These two fields will restrict the search results set to those
Work Items who's Submission Date fals after and/or before the specified dates. The Work Item
Submission Date indicates when the Exporter signed and submitted the Work Item (which
changed its status from DRAFT to SUBMITTED). The date range that can be specified can be
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left open-ended by leaving one of the fields blank. The date range is inclusive of the dates
entered, so to search for Work Items that were submitted on a particular date, enter that date in
both fields [mm/dd/yyyy format].

Submission Date: Indicates when the exporter signed and submitted the Work Item (which
changed it status from DRAFT to SUBMITTED) [ mm/dd/yyyy format].

Technical Description: Description of the item to be exported. When necessary to identify the
specific item, details provided should include all characteristics or parameters using the
identified measurements in the applicable ECCN (e.g., basic ingredients, composition, electrical
parameters, size, gauge, grade, horsepower, etc.). These characteristics must be identified for the
items in the proposed transaction when they are different from the characteristics described in
promotional brochure(s) [250 characters].

Telephone Number (999-999-9999) (required): The business voice phone number of the
Contact Person for this application. The default value for this field is taken from the User Profile
of the person who created the Work Item. It may be edited if the contact person has been
changed or no phone number was entered in the User Profile of the person who created the Work
[tem [999-999-9999].

Total Price: Tota price of the item(s) described in U.S. dollars [12 characterq.

Type of Application: The type of the Work Item being edited. This value cannot be modified.

Units: Unit of measurement such as “each’, “pounds’, “tons”, etc. The “Unit” paragraph within
each ECCN will list a specific “Unit” for those items controlled by the entry. The “Unit” must
be entered on al license applications submitted to BIS. If an item islicensed in terms of “$
value’, the unit of quantity commonly used in trade must also be shown on the license
application. This may be left blank only if the “Units’ for the ECCN entered for this export item
is shown as “N/A” on the CCL [15 characterg.

Unit Price: Fair market value of the item to be exported in U.S. dollars. SNAP-R automatically
rounds all prices to the nearest whole dollar. If normal trade practices make it impractical to
establish afirm contract price, the precise factors upon which the price is to be ascertained and
from which the contract price may be objectively determined should be stated in the Additional
Information Sub-form. If the Unit Price is less than $0.50, the amount should be stated in the
Additional Information Sub-form.

Work Item: An electronic submission of the BIS-748P formthat has been completed by an
Exporter User. The BIS-748P form is a multi-purpose form that can be submitted as an
application for export license applications; re-export license applications; commodity
classification requests; and AGR License Exception notices

Work Item Type: The type of Work Item to search for. Thisis adropdown list that contains the
following choices. All (Default), Export License Application, Re-Export License Application,
Commodity Classification Request, and AGR License Exception Notice [predefined list].

Zip Code: The applicant company’s zip code or postal code [up to 18 characters|.
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